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SECTION 013000

ADMINISTRATIVE REQUIREMENTS

PART 1  GENERAL

1.01 SECTION INCLUDES

A. General administrative requirements.

B. Preconstruction meeting.

C. Progress meetings.

D. Progress photographs.

E. Requests for Interpretation (RFI) procedures.

1.02 RELATED REQUIREMENTS

A. Section 013300 - Submittal Procedures

B. Section 016000 - Product Requirements:  General product requirements.

1.03 GENERAL ADMINISTRATIVE REQUIREMENTS

A. Comply with requirements of Section 017000 - Execution and Closeout Requirements for

coordination of execution of administrative tasks with timing of construction activities.

B. Make the following types of submittals to Architect:

1. Requests for Interpretation (RFI).

2. Requests for substitution.

3. Shop drawings, product data, and samples.

4. Test and inspection reports.

5. Design data.

6. Manufacturer's instructions and field reports.

7. Applications for payment and change order requests.

8. Progress schedules.

9. Coordination drawings.

10. Correction Punch List and Final Correction Punch List for Substantial Completion.

11. Closeout submittals.

PART 2  PRODUCTS - NOT USED

PART 3  EXECUTION

3.01 PRECONSTRUCTION MEETING

A. Attendance Required:
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1. Owner.

2. Architect.

3. Contractor.

B. Agenda:

1. Execution of Owner-Contractor Agreement.

2. Submission of executed bonds and insurance certificates.

3. Distribution of Contract Documents.

4. Submission of list of subcontractors, list of products, schedule of values, and progress

schedule.

5. Designation of personnel representing the parties to Contract, ________ and Architect.

6. Procedures and processing of field decisions, submittals, substitutions, applications for

payments, proposal request, Change Orders, and Contract closeout procedures.

7. Scheduling.

C. Record minutes and distribute copies within two days after meeting to participants, with two

copies to Architect, Owner, participants, and those affected by decisions made.

3.02 PROGRESS MEETINGS

A. Schedule and administer meetings throughout progress of the work at weekly  intervals.

B. Attendance Required:

1. Contractor.

2. Owner.

3. Architect.

4. Contractor's superintendent.

5. Major subcontractors.

C. Agenda:

1. Review minutes of previous meetings.

2. Review of work progress.

3. Field observations, problems, and decisions.

4. Identification of problems that impede, or will impede, planned progress.

5. Review of submittals schedule and status of submittals.

6. Review of RFIs log and status of responses.

7. Review of off-site fabrication and delivery schedules.

8. Maintenance of progress schedule.

9. Corrective measures to regain projected schedules.
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10. Planned progress during succeeding work period.

11. Maintenance of quality and work standards.

12. Effect of proposed changes on progress schedule and coordination.

13. Other business relating to work.

D. Record minutes and distribute copies within two days after meeting to participants, with two

copies to Architect, Owner, participants, and those affected by decisions made.

3.03 PROGRESS PHOTOGRAPHS

A. Submit photographs with each application for payment, taken not more than 3 days prior to

submission of application for payment.

B. Photography Type:  Digital; electronic files.

C. Provide photographs of site and construction throughout progress of work produced by an

experienced photographer, acceptable to Architect.

D. In addition to periodic, recurring views, take photographs of each of the following events:

1. Completion of site clearing.

2. Excavations in progress.

3. Foundations in progress and upon completion.

4. Structural framing in progress and upon completion.

5. Enclosure of building, upon completion.

6. Final completion, minimum of ten (10) photos.

E. Views:

1. Provide non-aerial photographs from four cardinal views at each specified time, until date

of Substantial Completion.

2. Consult with Architect for instructions on views required.

3. Provide factual presentation.

4. Provide correct exposure and focus, high resolution and sharpness, maximum depth of

field, and minimum distortion.

F. Digital Photographs:  24 bit color, minimum resolution of 1024 by 768, in JPG format; provide

files unaltered by photo editing software.

1. Delivery Medium:  Via email.

2. File Naming:  Include project identification, date and time of view, and view identification.

3. PDF File:  Assemble all photos into printable pages in PDF format, with 2 to 3 photos per

page, each photo labeled with file name; one PDF file per submittal.

4. Hard Copy:  Printed hardcopy (grayscale) of PDF file and point of view sketch.
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3.04 REQUESTS FOR INTERPRETATION (RFI)

A. Definition:  A request seeking one of the following:

1. An interpretation, amplification, or clarification of some requirement of Contract

Documents arising from inability to determine from them the exact material, process, or

system to be installed; or when the elements of construction are required to occupy the

same space (interference); or when an item of work is described differently at more than

one place in Contract Documents.

B. Preparation:  Prepare an RFI immediately upon discovery of a need for interpretation of

Contract Documents.  Failure to submit a RFI in a timely manner is not a legitimate cause for

claiming additional costs or delays in execution of the work.

1. Prepare a separate RFI for each specific item.

a. Review, coordinate, and comment on requests originating with subcontractors and/or

materials suppliers.

2. Combine RFI and its attachments into a single electronic file. PDF format is preferred.

C. Reason for the RFI:  Prior to initiation of an RFI, carefully study all Contract Documents to

confirm that information sufficient for their interpretation is definitely not included.

1. Unacceptable Uses for RFIs:  Do not use RFIs to request the following::

a. Approval of submittals (use procedures specified elsewhere in this section).

b. Approval of substitutions (see Section - 016000 - Product Requirements)

c. Changes that entail change in Contract Time and Contract Sum (comply with

provisions of the Conditions of the Contract).

D. Attachments:  Include sketches, coordination drawings, descriptions, photos, submittals, and

other information necessary to substantiate the reason for the request.

E. RFI Log:  Prepare and maintain a tabular log of RFIs for the duration of the project.

F. Review Time:  Architect will respond and return RFIs to Contractor within seven calendar days

of receipt.  For the purpose of establishing the start of the mandated response period, RFIs

received after 12:00 noon will be considered as having been received on the following regular

working day.

3.05 SUBMITTAL SCHEDULE

A. Submit to Architect for review a schedule for submittals in tabular format.

B. Reference Section

3.06 SUBMITTALS FOR REVIEW

A. Reference Section 013300 - Submittal Procedures
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3.07 SUBMITTAL PROCEDURES

A. General Requirements: Reference 013300 - Submittal Procedures

END OF SECTION  013000
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