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Underground Hot Water Loop Replacement at Bolduc Correctional Center 
 

Project consists of replacing existing buried hot water piping between campus buildings. 
 
The cost of the work is approximately $ 200,000.  The work to be performed under this contract shall be 

completed on or before 01 September 2014. 
 

 

1. Sealed Contractor bids for the project noted above, in envelopes plainly marked "Bid for Bolduc Hot 
Water Loop Replacement" and addressed to: 

will be opened and read aloud at the address shown above at 2:00 p.m. on May 1, 2014.  Bids 

submitted after the noted time will not be considered and will be returned unopened. 

 

2. The bid shall be submitted on the Contractor Bid Form (section 00 41 13) provided in the Bid 

Documents.  The Owner reserves the right to accept or reject any or all bids as may best serve the 

interest of the Owner. 

 
3. Bid security is required on this project. 

The Bidder shall include a satisfactory Bid Bond (section 00 43 13) or a certified or cashier's check 

for 5% of the bid amount with the completed bid form submitted to the Owner. 

 
4. Performance and Payment Bonds are required on this project. 

The selected Contractor shall furnish a 100% contract Performance Bond (section 00 61 13.13) and a 

100% contract Payment Bond (section 00 61 13.16) in the contract amount to cover the execution of 

the Work. 

 
5. Filed Sub-bids are not required on this project. 

 

6. There are no Pre-qualified General Contractors on this project. 

The Pre-qualified General Contractors are listed below. 

N/A�  
N/A 

N/A 

N/A 

N/A 

N/A 

N/A 

N/A 

N/A 

N/A 

N/A 

N/A 

N/A 

 

David Schoenherr 
Bureau of General Services 
4th Floor, Cross State Office Building, 111 Sewall Street 
77 State House Station 
Augusta, Maine 04333-0077 
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7. An on-site pre-bid conference will be conducted for this project. 

The pre-bid conference is mandatory for General Contractors and optional for Subcontractors and 

suppliers.  Contractors who arrive late or leave the meeting early may be prohibited from 

participating in this meeting and bidding.  April 24, 2014 at 9:00 AM. 
 

8. Bid Documents - full sets only - will be available on or about April 11 and may be purchased $30.00,  
Shipping available for additional charge from: 
am-AT-Uer Service Shop 

231 Oxford St 

Portland, ME 04101 

207-772-7006 and camatuer@maine.rr.com 

 

9. Bid Documents may be examined at: 

AGC Maine Construction Summary 
188 Whitten Road 734 Chestnut Street 
Augusta, ME  04332 Manchester, NH  03104 
Phone 207-622-4741  Fax 207-622-1625 Phone 603-627-8856  Fax 603-627-4524 
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1. Bidder Requirements 

1.1 A bidder is a Contractor who is qualified, or has been specifically pre-qualified by the Bureau of 

General Services, to bid on the proposed project described in the Bid Documents. 

1.2 Contractors and Subcontractors bidding on projects that utilize Filed Sub-bids shall follow the 

requirements outlined in these Bid Documents for such projects.  See Section 00 22 13 for 

additional information. 

1.3 Contractors are not eligible to bid on the project when their access to project design documents 

prior to the bid period distribution of documents creates an unfair bidding advantage.  Prohibited 

access includes consultation with the Owner or with design professionals engaged by the Owner 

regarding cost estimating, constructability review, or project scheduling.  This prohibition to bid 

applies to open, competitive bidding or pre-qualified contractor bidding or Filed Sub-bidding.  

The Bureau may require additional information to determine if the activities of a Contractor 

constitute an unfair bidding advantage. 

1.4 Each bidder is responsible for becoming thoroughly familiar with the Bid Documents prior to 

submitting a bid.  The failure of a bidder to review evident site conditions, to attend available 

pre-bid conferences, or to receive, examine, or act on addenda to the Bid Documents shall not 

relieve that bidder from any obligation with respect to their bid or the execution of the work as a 

Contractor. 

1.5 Prior to the award of the contract, General Contractor bidders or Filed Sub-bidders may be 

required to provide documented evidence to the Owner or the Bureau showing compliance with 

the provisions of this section, their business experience, financial capability, or performance on 

previous projects. 

1.6 The selected General Contractor bidder will be required to provide proof of insurance before a 

contract can be executed.  Refer to section 00 73 16 Insurance Requirements, for specific 

requirements. 

1.7 Contracts developed from this bid shall not be assigned, sublet or transferred without the written 

consent of the Owner. 

 

2. Authority of Owner  

2.1 The Owner reserves the right to accept or reject any or all bids as may best serve the interest of 

the Owner. 

2.2 Subject to the Owner’s stated right to accept or reject any or all bids, the Contractor shall be 

selected on the basis of the sum of the lowest acceptable bid plus any Alternate Bids the Owner 

elects to include. 

2.3 The Owner is exempt from the payment of Federal Excise Taxes and Federal Transportation Tax 

on all shipments, as well as Maine State Sales and Use Taxes on items "…physically 

incorporated in real property …".  The bidder shall not include these taxes in their bid.  See 

Section 00 72 13 for additional information. 
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3. Submitting Bids and Bid Requirements 

3.1 Each bid shall be submitted on the forms provided in the Bid Documents. 

3.2 Each bid shall be valid for a period of thirty calendar days following the Project bid opening date 

and time. 

3.3 A bid that contains an escalation clause is considered invalid. 

3.4 Bidders shall include a Bid Bond or other approved bid security with the bid form submitted to 

the Owner when the bid form indicates such bid security is required.  The bond value shall be 5% 

of the bid amount.  The form of bond is shown in section 00 43 13. 

3.5 Bidders shall include the cost of Performance and Payment Bonds in the bid amount if the bid 

amount will result in a construction contract value over $125,000, inclusive of alternate bids that 

may be awarded in the contract.  Pursuant to 14 M.R.S.A., Section 871, Public Works 

Contractors' Surety Bond Law of 1971, subsection 3, the selected Contractor is required to 

provide these bonds before a contract can be executed.  The form of bonds are shown in section 

00 61 13.13 and 00 61 13.16. 

3.6 Bidders may modify bids in writing prior to the bid closing time.  Such written amendments shall 

not disclose the amount of the initial bid.  If so disclosed, the entire bid is considered invalid. 

3.7 Bidders shall acknowledge on the bid form all Addenda issued in a timely manner.  The 

Architect shall not issue Addenda affecting bidders less than 72 hours prior to the bid closing 

time.  Addenda shall be issued to all companies who are registered holders of Bid Documents. 

3.8 A bid may be withdrawn without penalty if a written request by the bidder is presented to the 

Owner prior to the bid closing time. Such written withdrawal requests are subject to verification 

as required by the Bureau.  After the bid closing time, such written withdrawal requests may be 

allowed in consideration of the bid bond or, without utilizing a bid bond, if the Contractor 

provides documented evidence to the satisfaction of the Bureau that factual errors had been made 

on the bid form. 

3.9 Projects which require a State of Maine wage determination will include that schedule as part of 

the Bid Documents.  See section 00 73 46, if such rates are required. 

3.10 Projects which require compliance with the Davis-Bacon Act are subject to the regulations 

contained the Code for Federal Regulations and the federal wage determination which is made a 

part of the Bid Documents.  See section 00 73 46, if such rates are required. 
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Underground Hot Water Loop Replacement at Bolduc Correctional Center 
 

To: David Schoenherr 

Bureau of General Services 

77 State House Station 

Augusta, Maine 04333-0077 

 

The undersigned, or "Bidder", having carefully examined the form of contract, general conditions, 

specifications and drawings dated April 10, 2014, prepared by SMRT Inc for MDOC, as well as the 

premises and conditions relating to the work, proposes to furnish all labor, equipment and materials 

necessary for and reasonably incidental to the construction and completion of this project for the Base Bid 

amount of: 

 

 __________________________________________________________________________  Dollars 

 

  $ ____________________  

 

Allowances are not included on this project. 

  

1. Alternate bids are not included on this project. 

  

2. The Bidder acknowledges receipt of the following addenda to the specifications and drawings: 

 

Addendum No.  ____   Dated: ________  

Addendum No.  ____   Dated: ________  

Addendum No.  ____   Dated: ________  

Addendum No.  ____   Dated: ________  

Addendum No.  ____   Dated: ________  

 

 

3. Bid security is required on this project. 

The Bidder shall include a satisfactory Bid Bond (section 00 43 13) or a certified or cashier's check 

for 5% of the bid amount with this completed bid form submitted to the Owner. 

 

 

4. Filed Sub-bids are not required on this project. 

The bid amount includes the following Filed Sub-bids which were submitted to the Bidder and to the 

Maine Construction Bid Depository. 
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Underground Hot Water Loop Replacement at Bolduc Correctional Center 
 

5. The Bidder agrees, if this bid is accepted by the Owner, to sign the designated Owner-Contractor 

contract and deliver it, with any and all bonds and affidavits of insurance specified in the Bid 

Documents, within twelve calendar days after the date of notification of such acceptance, except if the 

twelfth day falls on a State of Maine government holiday or other closure day, a Saturday, or a 

Sunday, in which case the aforementioned documents must be received before 12:00 noon on the day 

following the holiday or other closure day, Saturday or Sunday. 

 

As a guarantee thereof, the Bidder submits, together with this bid, a bid bond or other acceptable 

instrument as and if required by the Bid Documents. 

 

6. This bid is hereby submitted by: 

 

Signature:  _______________________________________________________________  

Printed name and title:  _______________________________________________________________  

Company name:  _______________________________________________________________  

Mailing address:  _______________________________________________________________  

City, state, zip code:  _______________________________________________________________  

Phone number:  _______________________________________________________________  

Email address:  _______________________________________________________________  

State of incorporation, 

if a corporation: 
 _______________________________________________________________  

List of all partners, 

if a partnership: 
 _______________________________________________________________  
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We, the undersigned, insert company name of Contractor, select type of entity of insert name of 

municipality in the State of insert name of state as principal, and insert name of surety as Surety, are 

hereby held and firmly bound unto select title of obligee in the penal sum of five percent of the bid 

amount, for the payment of which, well and truly to be made, we hereby jointly and severally bind 

ourselves, our heirs, executors, administrators, successors and assigns, signed this insert day, i.e.: 8th  

day of select month, select year, which is the same date as that of the bid due date. 

The condition of the above obligation is such that whereas the principal has submitted to the 

Owner, or State of Maine, to a certain bid, attached hereto and hereby made a part hereof, to enter into a 

contract in writing, for the construction of insert name of project as designated in the contract 

documents 

Now therefore: 

If said bid shall be rejected, or, in the alternate, 

If said bid shall be accepted and the principal shall execute and deliver a contract in the form of 

contract attached hereto, properly completed in accordance with said bid, and shall furnish a bond for the 

faithful performance of said contract, and for the payment of all persons performing labor or furnishing 

material in connection therewith, and shall in all other respects perform the agreement created by the 

acceptance of said bid, then this obligation shall be void. 

Otherwise, the same shall remain in force and effect- it being expressly understood and agreed 

that the liability of the Surety for any and all claims hereunder shall, in no event, exceed the penal amount 

of this obligation as herein stated. 

The Surety, for value received hereby stipulates and agrees that the obligation of said Surety and 

its bonds shall be in no way impaired or affected by any extension of the time within which the Obligee 

may accept such bid and said Surety does hereby waive notice of any such extension. 
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In witness whereof, the principal and the Surety have hereunto set their hands and seals, and such 

of them as are corporations have caused their corporate seals to be hereto affixed and these presents to be 

signed by their proper officers, the day and year first set above. 

Signed and sealed this insert day, i.e.: 8th day of select month, select year, which is the same 

date as that of the bid due date. 

 Contractor 

(Signature) 
insert name and title 

 
insert company name 

 
insert address 

insert city state zip code 
 

 

 Surety 

(Signature) 
insert name and title 

 
insert company name 

 

insert address 

insert city state zip code 
 

If Contractor is a partnership, all partners shall execute the bond.  A power of attorney document 

indicating that it still is in full force and effect shall be provided by the person executing this bond. 
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 AdvantageME:       

Appropriation No:       

 
STATE OF MAINE 

Bureau of General Services 
C O N S T RUC T I ON  CON T RACT  

 

 

THIS AGREEMENT made the       of       in the year 2014 by and between the State of 

Maine through the Department of  hereinafter called the Owner and       hereinafter called the 

Contractor. 
 

BGS Project No.:      

Other Project No.:      

 

The Owner and the Contractor for the consideration hereinafter named agree as follows: 

 

ARTICLE 1   SCOPE OF WORK 
§ 1.1 The Contractor shall furnish all of the materials and perform all the work described in the 

specifications and shown on the drawings for the project entitled: Underground Hot Water Loop 

Replacement at Bolduc Correctional Center. 

 

§ 1.2 The specifications and the drawings have been prepared by SMRT Inc, acting as Designer 

and named in the documents as the Architect or Engineer.  This firm has responsibilities for 

defining the scope of work governed by their agreement with the Owner, the specifications and 

the drawings, and the General Conditions and Special Provisions of the contract. 

 

 

ARTICLE 2   COMPLETION DATE 
§ 2.1 The work to be performed under this contract shall be completed on or before Sept. 1, 2014.  

For each calendar day the project remains uncompleted $750  shall be charged as liquidated 

damages.  

 

 

ARTICLE 3   CONTRACT SUM 
§ 3.1 The Owner shall pay the Contractor for the performance of the contract, subject to 

additions and deductions provided by approved Change Orders in current funds as follows: 

amount in words dollars and 00cents,  

 $0.00 

   

 

ARTICLE 4   CONTRACT BONDS 
§ 4.1 Contract bonds are not required if the contract amount is less than $125,000 unless bonds 

are specifically mandated by the contract documents. 

 

§ 4.2 On this project, the Contractor  shall furnish the Owner the appropriate contract bonds in 

the amount of 100% of the contract amount. 
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ARTICLE 5   PROGRESS PAYMENTS 
§ 5.1 The Owner shall make payments on account of the contract as provided therein as follows:   

Each month 95% of the value, based on contract prices of labor and materials incorporated in the 

work and of materials suitably stored at the site thereof up to the first day of that month, as 

certified by the Architect or Engineer. 

 

§ 5.2 The Owner may cause the Contractor to be paid such portion of the amount retained 

hereunder as he deems advisable. 

 

 

ARTICLE 6   FINAL PAYMENT 
§ 6.1 Final payment shall be due 30 days after completion and acceptance of the work, provided 

the Contractor has submitted evidence satisfactory to the Owner that all payrolls, material bills 

and other indebtedness connected with the work has been paid. 

 

 

ARTICLE 7   CONTRACT DOCUMENTS 
§ 7.1 The General Conditions of the contract, instructions to bidders, bid form, Special 

Provisions, the written specifications and the drawings, and any Addenda, together with this 

agreement, form the contract; they are as fully a part of the contract as if hereto attached or 

herein repeated. 

 

§ 7.2 Specifications:  date of issuance 

 

§ 7.3 Drawings:  each sheet number and title 

 

§ 7.4 Addenda: each addenda number and date, or "none" 

 

 

ARTICLE 8   OTHER PROVISIONS 
§ 8.1 The Owner and the Contractor are required to comply with applicable provisions of the 

American Recovery and Reinvestment Act (ARRA), and the Qualified School Construction 

Bonds (QSCB) program, including, but not limited to, the Buy American criteria, federal wage 

rates, and program-specific reporting requirements, for those projects funded through ARRA and 

QSCB. 
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The Owner and the Contractor hereby agree to the full performance of the covenants herein. 

 

IN WITNESS WHEREOF the parties hereby execute this agreement the day and year first above 

written. 

 

OWNER  CONTRACTOR 

 

 

 

 

(Signature) (Date) (Signature) (Date) 

             

(Printed name and title) (Printed name and title) 

             

(Department name) (Contractor company name) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

BUREAU OF GENERAL SERVICES 

Contract Reviewed by:  Contract Approved by: 

 

 

 

 

(Signature) (Date) (Signature) (Date) 

      Joseph Ostwald 

Project Manager/ Contract Administrator Director, Planning, Design & Construction 
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Bond No.: insert bond number 

We, the undersigned, insert company name of Contractor, select type of entity of insert name of 

municipality in the State of insert name of state as principal, and insert name of surety as Surety, are 

hereby held and firmly bound unto select title of obligee in the penal sum of the Contract Price $ insert 

the Contract Price in numbers for the payment of which, well and truly to be made, we hereby jointly 

and severally bind ourselves, our heirs, executors, administrators, successors and assigns. 

The condition of the above obligation is such that if the principal shall promptly and faithfully 

perform the contract entered into this insert day, i.e.: 8th day of select month, select year, which is the 

same date as that of the construction contract, for the construction of insert name of project as designated 

in the contract documents, then this obligation shall be null and void. 

Otherwise, the same shall remain in force and effect- it being expressly understood and agreed 

that the liability of the Surety for any and all claims hereunder shall, in no event, exceed the penal amount 

of this obligation as herein stated. 

The Surety, for value received hereby stipulates and agrees that the obligation of said Surety and 

its bonds shall be in no way impaired or affected by any extension of the time which the Obligee may 

accept during the performance of the contract and said Surety does hereby waive notice of any such 

extension. 
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In witness whereof, the principal and the Surety have hereunto set their hands and seals, and such 

of them as are corporations have caused their corporate seals to be hereto affixed and these presents to be 

signed by their proper officers, the day and year first set above. 

Signed and sealed this insert day, i.e.: 8th day of select month, select year, which is the same 

date as that of the construction contract. 

 Contractor 

(Signature) 
insert name and title 

 
insert company name 

 
insert address 

insert city state zip code 
 

 

 Surety 

(Signature) 
insert name and title 

 
insert company name 

 

insert address 

insert city state zip code 
 

If Contractor is a partnership, all partners shall execute the bond.  A power of attorney document 

indicating that it still is in full force and effect shall be provided by the person executing this bond. 
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Bond No.: insert bond number 

We, the undersigned, insert company name of Contractor, select type of entity of insert name of 

municipality in the State of insert name of state as principal, and insert name of surety as Surety, are 

hereby held and firmly bound unto select title of obligee in the penal sum of the Contract Price $ insert 

the Contract Price in numbers for the use and benefit of claimants, defined as an entity having a contract 

with the principal or with a subcontractor of the principal for labor, materials, or both labor and materials, 

used or reasonably required for use in the performance of the contract, for the payment of which, well and 

truly to be made, we hereby jointly and severally bind ourselves, our heirs, executors, administrators, 

successors and assigns. 

The condition of the above obligation is such that if the principal shall promptly satisfy all claims 

and demands incurred for all labor and materials, used or required by the principal in connection with the 

work described in the contract entered into this insert day, i.e.: 8th day of select month, select year, 

which is the same date as that of the construction contract, for the construction of insert name of project 

as designated in the contract documents, and shall fully reimburse the oblige for all outlay and expense 

with said oblige may incur in making good any default of said principal, then this obligation shall be null 

and void. 

Otherwise, the same shall remain in force and effect- it being expressly understood and agreed 

that the liability of the Surety for any and all claims hereunder shall, in no event, exceed the penal amount 

of this obligation as herein stated. 

The Surety, for value received hereby stipulates and agrees that the obligation of said Surety and 

its bonds shall be in no way impaired or affected by any extension of the time which the Obligee may 

accept during the performance of the contract and said Surety does hereby waive notice of any such 

extension. 
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In witness whereof, the principal and the Surety have hereunto set their hands and seals, and such 

of them as are corporations have caused their corporate seals to be hereto affixed and these presents to be 

signed by their proper officers, the day and year first set above. 

Signed and sealed this insert day, i.e.: 8th day of select month, select year, which is the same 

date as that of the construction contract. 

 Contractor 

(Signature) 
insert name and title 

 
insert company name 

 
insert address 

insert city state zip code 
 

 

 Surety 

(Signature) 
insert name and title 

 
insert company name 

 

insert address 

insert city state zip code 
 

If Contractor is a partnership, all partners shall execute the bond.  A power of attorney document 

indicating that it still is in full force and effect shall be provided by the person executing this bond. 



 00 63 63

Change Order Form

C. O. Number: 

Date: 

Other Project Number:

To: BGS Project Number:

> Number and briefly summarize each Change Order item below.  Include description of and reason for work, and cost.

> Attach appropriate supporting documentation including drawings and specifications.

> Change Order is not valid until signed by all parties.

No. Description Cost

1

Total: $0
Current

Add Deduct Total Completion Date:

$0 $0

$0 $0  Extend Completion Date by

$0 $0 $0  This Number of Days:

$0

$0 New Completion Date:

Architect/Engineer Contractor Owner

date: date: date:

> approved by: Bureau of General Services date:

[city state zip]

[type name here - signature above][type name here - signature above]

[address] [address] [address]

[city state zip] [city state zip]

Net Change Orders to Date

Original Contract Amount

Contract Total  to Date

[Firm name]

[type name here - signature above]

[Company name] [Agency name]

Amount of This Change Order

Amount of Previous Change Orders

[Replace this text.  Please keep the description brief so the text is completely visible when 

printed.  Indicate item number at left and cost at right.  Repeat below for items as needed.]

[Project name]

[location]

[address]

[city state zip]

[Contractor company name]

00 63 63 Change Order Form.xls  00 63 63
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1. Definitions 

 

1.1 Addendum:  A document issued by the Architect that amends the Bid Documents.  Addenda shall not 

be issued less than seventy-two hours prior to the specified bid opening time. 

 

1.2 Allowance:  A specified dollar amount for a particular scope of work or service included in the Work 

that is identified in the Bid Documents and included in each Bidder's Bid.  The Contractor shall 

document expenditures for an Allowance during the Project.  Any unused balance shall be credited to 

the Owner.  The Contractor is responsible for notifying the Owner of anticipated expenses greater 

than the specified amount and the Owner is responsible for those additional expenses. 

 

1.3 Alternate Bid:  The Contractor’s written offer of a specified dollar amount, submitted on the Bid 

Form, for the performance of a particular scope of work described in the Bid Documents.  The 

Owner determines the low bidder based on the sum of the base Bid and any combination of Alternate 

Bids that the Owner selects.  

 

1.4 Architect:  The Architect or Engineer acting as Professional-of-Record for the project.  The Architect 

is responsible for the design of the Project. 

 

1.5 Architectural Supplemental Instruction (ASI):  A written instruction from the Architect for the 

purpose of clarification of the Contract Documents.  An ASI does not alter the Contract Price or 

Contract Time.  ASIs may be responses to RFIs and shall be issued by the Architect in a timely 

manner to avoid any negative impact on the Schedule of Work. 

 

1.6 Bid:  The Contractor’s written offer of a specified dollar amount or amounts, submitted on a form 

included in the Bid Documents, for the performance of the Work.  A Bid may include bonds or other 

requirements.  A base Bid is separate and distinct from Alternate Bids, being the only cost 

component necessary for the award of the contract, and representing the minimum amount of Work 

that is essential for the functioning of the project. 

 

1.7 Bid Bond:  The security designated in the Bid Documents, furnished by Bidders as a guaranty of 

good faith to enter into a contract with the Owner, should a contract be awarded to that Bidder. 

 

1.8 Bidder:  Any business entity, individual or corporation that submits a bid for the performance of the 

work described in the Bid Documents, acting directly or through a duly authorized representative. 

 

1.9 Bid Documents:  The drawings, procurement and contracting requirements, general requirements, and 

the written specifications -including all addenda, that a bidder is required to reference in the 

submission of a bid. 

 

1.10 Bureau:  The State of Maine Bureau of General Services in the Department of Administrative and 

Financial Services. 

 

1.11 Calendar days:  Consecutive days, as occurring on a calendar, taking into account each day of the 

week, month, year, and any religious, national or local holidays. 

 

1.12 Certificate of Substantial Completion:  A document developed by the Architect that describes the 

final status of the Work and establishes the date that the Owner may use the facility for its intended 
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purpose.  The Certificate of Substantial Completion also include a provisional list of items (a "punch 

list") remaining to be corrected by the Contractor, if any, and identifies a date from which the project 

warranty period commences. 

 

1.13 Certificate of Occupancy:  A document developed by a local jurisdiction such as the Code 

Enforcement Officer that grants permission to the Owner to occupy a building. 

 
1.14 Change Order (CO):  A document that modifies the contract and establishes the basis of a specific 

adjustment to the Contract Price or the Contract Time, or both.  Change Orders may address 

correction of omissions, errors, and document discrepancies, or additional requirements.  Change 

Orders should include all labor, materials and incidentals required to complete the work described.  

A Change Order is not valid until signed by the Contractor, Owner and Architect and approved by 

the Bureau. 

 

1.15 Change Order Proposal (COP):  Change proposed by the Contractor in the contract amount, 

requirements, or time, which becomes a Change Order when approved by the Owner. 

 

1.16 Clerk of the Works:  The authorized representative of the Architect on the job site.  Clerk of the 

Works is also called Architect's representative. 

 

1.17 Construction Change Directive (CCD):  A written order prepared by the Architect and signed by the 

Owner and Architect, directing a change in the Work prior to final agreement with the Contractor on 

adjustment, if any, in the Contract Price or Contract Time, or both. 

 

1.18 Contract:  A written agreement between the Owner and the successful bidder which obligates the 

Contractor to perform the work specified in the Contract Documents and obligates the Owner to 

compensate the Contractor at the mutually accepted sum, rates or prices. 

 

1.19 Contract Bonds (also known as Payment and Performance Bonds):  The approved forms of security, 

furnished by the Contractor and their surety, which guarantee the faithful performance of all the 

terms of the contract and the payment of all bills for labor, materials and equipment by the 

Contractor. 

 

1.20 Contract Documents:  The drawings and written specifications (including all addenda), Standard 

General Conditions, and the contract (including all Change Orders subsequently incorporated in the 

documents). 

 

1.21 Contract Price: The dollar amount of the construction contract, also called Contract Sum. 

 

1.22 Contract Time: The designated duration of time to execute the Work of the contract, with a specific 

date for completion.  

 

1.23 Contractor:  Also called the "General Contractor" or "GC" the individual or entity undertaking the 

execution of the general contract work under the terms of the contract with the Owner, acting directly 

or through a duly authorized representative.  The Contractor is responsible for the means, methods 

and materials utilized in the execution and completion of the Work. 
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1.24 Drawings: The graphic and pictorial portion of the Contract Documents showing the design, location 

and dimensions of the Work, generally including plans, elevations, sections, details, schedules, and 

diagrams. 

 

1.25 Filed Sub-bid:  The designated major Subcontractor's (or, in some cases, Contractor’s) written offer 

of a specified dollar amount or amounts, submitted on a form included in the Bid Documents, for the 

performance of a particular portion of the Work.  A Filed Sub-bid may include bonds or other 

requirements.  

 

1.26 Final Completion:  Project status indicating when the Work is fully completed in compliance with 

the Contract Documents.  Final Completion is documented by a date on which the Contractor’s 

obligations under the contract are complete and accepted by the Owner and final payment becomes 

due and payable. 

 

1.27 General Requirements:  The on-site overhead expense items the Contractor provides for the Project, 

typically including, but not limited to, building permits, construction supervision, Contract Bonds, 

insurance, field office, temporary utilities, rubbish removal, and site fencing.  Overhead expenses of 

the Contractor's general operation are not included.  Sometimes referred to as the Contractor's 

General Conditions. 

 

1.28 Owner:  The State agency which is represented by duly authorized individuals.  The Owner is 

responsible for defining the scope of the Project and compensation to the Architect and Contractor. 

 

1.29 Owner’s Representative:  The individual or entity contracted by the Owner to be an advisor and 

information conduit regarding the Project. 

 

1.30 Overhead:  General and administrative expenses of the Contractor’s principal and branch offices, 

including payroll costs and other compensation of Contractor employees, deductibles paid on any 

insurance policy, charges against the Contractor for delinquent payments, and costs related to the 

correction of defective work, and the Contractor’s capital expenses, including interest on capital used 

for the work. 

 

1.31 Performance and Payment Bonds (also known as Contract Bonds):  The approved forms of security, 

furnished by the Contractor and their surety, which guarantee the faithful performance of all the 

terms of the contract and the payment of all bills for labor, materials and equipment by the 

Contractor. 

 

1.32 Post-Bid Addendum:  Document issued by the Architect that defines a potential Change Order prior 

to signing of the construction contract.  The Post-Bid Addendum allows the Owner to negotiate 

contract changes with the Bidder submitting the lowest valid bid, only if the negotiated changes to 

the Bid Documents result in no change or no increase in the bid price. 

 

A Post-Bid Addendum may also be issued after a competitive construction Bid opening to those 

Bidders who submitted a Bid initially, for the purpose of rebidding the Project work without re-

advertising. 

 

1.33 Project:  The construction project proposed by the Owner to be constructed according to the Contract 

Documents.  The entire public improvement project may also include separate construction and other 
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activities conducted by the Owner or other contractors.  The Owner shall inform all contractors of the 

scope of the entire public improvement project relative to each individual contract. 

 

1.34 Proposal:  The Contractor’s written offer submitted to the Owner for consideration containing a 

specified dollar amount or rate, for a specific scope of work, and including a schedule impact, if any.  

A proposal shall include all costs for overhead and profit.  After acceptance by all parties a proposal 

amends the contract and is implemented by the Contractor. 

 

1.35 Proposal Request (PR):  An Owner's written request to the Contractor for a Change Order Proposal. 

 

1.36 Punch List:  A document that identifies the items of work remaining to be done by the Contractor at 

the Close Out of a Project.  The Punch List is created as a result of a final inspection of the work 

only after the Contractor attests that all of the Work is in its complete and permanent status. 

 
1.37 Request For Information (RFI):  A Contractor’s written request to the Architect for clarification, 

definition or description of the Work.  RFIs shall be presented by the Contractor in a timely manner 

to avoid any negative impact on the Schedule of Work. 

 

1.38 Request For Proposal (RFP):  An Owner's written request to the Contractor for a Change Order 

Proposal. 

 

1.39 Requisition for Payment:  The document in which the Contractor certifies that the Work described is, 

to the best of the Contractor's knowledge, information and belief, complete and that all previous 

payments have been paid by the Contractor to Subcontractors and suppliers, and that the current 

requested payment is now due.  See Schedule of Values. 
 

1.40 Retainage:  The amount, calculated at five percent (5%) of the contract value or a scheduled value, 

that the Owner shall withhold from the Contractor until the work or portion of work is declared 

substantially complete or otherwise accepted by the Owner.  The Owner may, if requested, reduce 

the amount withheld if the Owner deems it desirable and prudent to do so.  (See Title 5 M.R.S.A., 

Section 1746.) 

 

1.41 Sample:  A physical example provided by the Contractor which illustrates materials, equipment or 

workmanship and establishes standards by which the Work will be judged. 

 

1.42 Schedule of the Work:  The document prepared by the Contractor and approved by the Owner that 

specifies the dates on which the Contractor plans to begin and complete various parts of the Work, 

including dates on which information and approvals are required from the Owner. 

 

1.43 Schedule of Values:  The document prepared by the Contractor and approved by the Owner before 

the commencement of the Work that specifies the dollar values of discrete portions of the Work 

equal in sum to the contract amount.  The Schedule of Values is used to document progress payments 

of the Work in regular (usually monthly) requisitions for payment.  See Requisition for Payment. 
 

1.44 Shop Drawings:  The drawings, diagrams, schedules and other data specially prepared for the Work 

by the Contractor or a Subcontractor, manufacturer, supplier or distributor to illustrate some portion 

of the Work. 
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1.45 Specifications:  The portion of the Contract Documents consisting of the written requirements of the 

Work for materials, equipment, systems, standards, workmanship, and performance of related 

services. 

 

1.46 Subcontractor:  An individual or entity undertaking the execution of any part of the Work by virtue 

of a written agreement with the Contractor or any other Subcontractor.  Also, an individual or entity 

retained by the Contractor or any other Subcontractor as an independent contractor to provide the 

labor, materials, equipment or services necessary to complete a specific portion of the Work. 

 

1.47 Substantial Completion:  Project status indicating when the Work or a designated portion of the 

Work is sufficiently complete in compliance with the Contract Documents so that the Owner can 

occupy or utilize the Work for its intended purpose without unscheduled disruption.  Substantial 

Completion is documented by the date of the Certificate of Substantial Completion signed by the 

Owner and the Contractor. 

 

1.48 Superintendent:  The representative of the Contractor on the job site, authorized by the Contractor to 

receive and fulfill instructions from the Architect. 

 

1.49 Surety:  The individual or entity that is legally bound with the Contractor and Subcontractor to insure 

the faithful performance of the contract and for the payment of the bills for labor, materials and 

equipment by the Contractor and Subcontractors. 

 

1.50 Work:  The construction and services, whether completed or partially completed, including all labor, 

materials, equipment and services provided or to be provided by the Contractor and Subcontractors to 

fulfill the requirements of the Project as described in the Contract Documents. 
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1. Preconstruction Conference 

1.1 The Contractor shall, upon acceptance of a contract and prior to commencing work, schedule a 

preconstruction conference with the Owner and Architect.  The purpose of this conference is to: 

a) introduce all parties who have a significant role in the Project, including: 

Owner (State Agency) 

Bureau of General Services (BGS) 

Architect 

Consultants 

Clerk-of-the-works 

Contractor (GC) 

Superintendent 

Subcontractors 

Other State agencies 

Owner's Representative 

Construction testing company 

Commissioning agent 

Special Inspections agent; 

b) review the responsibilities of each party; 

c) review any previously-identified special provisions of the Project; 

d) review the Schedule of the Work calendar submitted by the Contractor to be approved by the 

Owner and Architect; 

e) review the Schedule of Values form submitted by the Contractor to be approved by the 

Owner and Architect; 

f) establish routines for Shop Drawing approval, contract changes, requisitions, et cetera; 

g) discuss jobsite issues; 

h) discuss Project close-out procedures; 

i) provide an opportunity for clarification of Contract Documents before work begins; 

j) schedule regular meetings at appropriate intervals for the review of the progress of the Work. 

 

2. Intent and Correlation of Contract Documents 

2.1 The intent of the Contract Documents is to describe the complete Project.  The Contract 

Documents consist of various components; each component complements the others.  What is 

shown as a requirement by any one component shall be inferred as a requirement on all 

corresponding components. 

2.2 The Contractor shall furnish all labor, equipment and materials, tools, transportation, insurance, 

services, supplies, operations and methods necessary for, and reasonably incidental to, the 

construction and completion of the Project.  Any work that deviates from the Contract Documents 

which appears to be required by the exigencies of construction or by inconsistencies in the 

Contract Documents, will be determined by the Architect and authorized in writing by the 

Architect, Owner and the Bureau prior to execution.  The Contractor shall be responsible for 

requesting clarifying information where the intent of the Contract Documents is uncertain. 

2.3 The Contractor shall not utilize any apparent error or omission in the Contract Documents to the 

disadvantage of the Owner.  The Contractor shall promptly notify the Architect in writing of such 

errors or omissions.  The Architect shall make any corrections or clarifications necessary in such 

a situation to document the true intent of the Contract Documents. 
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3. Additional Drawings and Specifications 

3.1 The Owner shall provide to the Contractor, at no additional expense to the Contractor, a 

reasonable quantity of additional Drawings and Specifications for the execution of the Work. 

3.2 The Architect shall promptly furnish additional revised Drawings and Specifications that are 

created due to corrections or clarifications made by the Architect.  All such information shall be 

consistent with, and reasonably inferred from, the Contract Documents.  The Contractor shall do 

no work without the proper Drawings and Specifications. 

 

4. Record of Documents 

4.1 The Contractor shall maintain one complete set of Contract Documents on the jobsite, in good 

order and current status, for access by the Owner and Architect. 

4.2 The Contractor shall maintain, continuously updated, complete records of Requests for 

Information, Architectural Supplemental Instructions, Information Bulletins, supplemental 

sketches, Change Order Proposals, Change Orders, Shop Drawings, testing reports, et cetera, for 

access by the Owner and Architect. 

 

5. Ownership of Contract Documents 

5.1 The designs represented on the Contract Documents are the property of the Architect.  The 

Drawings and Specifications shall not be used on other work without consent of the Architect. 

 

6. Shop Drawings 

6.1 The Contractor shall administer Shop Drawings prepared by the Contractor, Subcontractors, 

suppliers or others to conform to the approved Schedule of the Work.  The Contractor shall verify 

all field measurements, check and authorize all Shop Drawings and schedules required by the 

Work.  The Contractor is the responsible party and contact for the Contractor's work as well as 

that of Subcontractors, suppliers or others who provide Shop Drawings. 

6.2 The Architect shall review and acknowledge Shop Drawings, with reasonable promptness, for 

general conformity with the design concept of the project and compliance with the information 

provided in the Contract Documents. 

6.3 The Contractor shall provide monthly updated logs containing: requests for information, 

information bulletins, supplemental instructions, supplemental sketches, change order proposals, 

change orders, submittals, testing and deficiencies. 

6.4 The Contractor shall make any corrections required by the Architect, and shall submit a quantity 

of corrected copies as may be needed.  The acceptance of Shop Drawings or schedules by the 

Architect shall not relieve the Contractor from responsibility for deviations from Drawings and 

Specifications, unless the Contractor has called such deviations to the attention of the Architect at 

the time of submission and secured the Architect’s written approval.  The acceptance of Shop 

Drawings or schedules by the Architect does not relieve the Contractor from responsibility for 

errors in Shop Drawings or schedules. 
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7. Samples 

7.1 The Contractor shall furnish for approval, with reasonable promptness, all samples as directed by 

the Architect.  The Architect shall review and approve such samples, with reasonable promptness, 

for general conformity with the design concept of the project and compliance with the 

information provided in the Contract Documents.  The subsequent work shall be in accord with 

the approved samples. 

 

8. Substitutions 

8.1 The Contractor shall furnish items and materials described in the Contract Documents.  If the 

item or material specified describes a proprietary product, or uses the name of a manufacturer, the 

term “or approved equal” shall be implied, if it is not included in the text.  The specific item or 

material specified establishes a minimum standard for the general design, level of quality, type, 

function, durability, efficiency, reliability, compatibility, warranty coverage, installation factors 

and required maintenance.  The Drawing or written Specification shall not be construed to 

exclude other manufacturers products of comparable design, quality, and efficiency. 

8.2 The Contractor may submit detailed information about a proposed substitution to the Architect 

for consideration.  Particular models of items and particular materials which the Contractor 

asserts to be equal to the items and materials identified in the Contract Documents shall be 

allowed only with written approval by the Architect.  The request for substitution shall include a 

cost comparison and a reason or reasons for the substitution. 

8.3 The Architect may request additional information about the proposed substitution.  The approval 

or rejection of a proposed substitution may be based on timeliness of the request, source of the 

information, the considerations of minimum standards described above, or other considerations.  

The Architect should briefly state the rationale for the decision.  The decision shall be considered 

final. 

8.4 The duration of a substitution review process can not be the basis for a claim for delay in the 

Schedule of the Work. 

 

9. Patents and Royalties 

9.1 The Contractor shall, for all time, secure for the Owner the free and undisputed right to the use of 

any patented articles or methods used in the Work.  The expense of defending any suits for 

infringement or alleged infringement of such patents shall be borne by the Contractor.  Awards 

made regarding patent suits shall be paid by the Contractor.  The Contractor shall hold the Owner 

harmless regarding patent suits that may arise due to installations made by the Contractor, and to 

any awards made as a result of such suits. 

9.2 Any royalty payments related to the work done by the Contractor for the Project shall be borne by 

the Contractor.  The Contractor shall hold the Owner harmless regarding any royalty payments 

that may arise due to installations made by the Contractor. 

 

10. Surveys, Layout of Work 

10.1 The Owner shall furnish all property surveys unless otherwise specified. 

10.2 The Contractor is responsible for correctly staking out the Work on the site.  The Contractor shall 

employ a competent surveyor to position all construction on the site.  The surveyor shall run the 
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axis lines, establish correct datum points and check each line and point on the site to insure their 

accuracy.  All such lines and points shall be carefully preserved throughout the construction. 

10.3 The Contractor shall lay out all work from dimensions given on the Drawings.  The Contractor 

shall take measurements and verify dimensions of any existing work that affects the Work or to 

which the Work is to be fitted.  The Contractor is solely responsible for the accuracy of all 

measurements.  The Contractor shall verify all grades, lines, levels, elevations and dimensions 

shown on the Drawings and report any errors or inconsistencies to the Architect prior to 

commencing work. 

 

11. Permits, Laws, and Regulations 

11.1 The Owner is responsible for obtaining any zoning approvals or other similar local project 

approvals necessary to complete the Work, unless otherwise specified in the Contract Documents. 

11.2 The Owner is responsible for obtaining Maine Department of Environmental Protection, Maine 

Department of Transportation, or other similar state government project approvals necessary to 

complete the Work, unless otherwise indicated in the Contract Documents. 

11.3 The Owner is responsible for obtaining any federal agency project approvals necessary to 

complete the Work, unless otherwise indicated in the Contract Documents. 

11.4 The Owner is responsible for obtaining all easements for permanent structures or permanent 

changes in existing facilities. 

11.5 The Contractor is responsible for obtaining and paying for all permits and licenses necessary for 

the implementation of the Work.  The Contractor shall notify the Owner of any delays, variance 

or restrictions that may result from the issuing of permits and licenses.  

11.6 The Contractor shall comply with all ordinances, laws, rules and regulations and make all 

required notices bearing on the implementation of the Work.  In the event the Contractor observes 

disagreement between the Drawings and Specifications and any ordinances, laws, rules and 

regulations, the Contractor shall promptly notify the Architect in writing.  Any necessary changes 

shall be made as provided in the contract for changes in the work.  The Contractor shall not 

perform any work knowing it to be contrary to such ordinances, laws, rules and regulations. 

11.7 The Contractor shall comply with local, state and federal regulations regarding construction 

safety and all other aspects of the Work. 

 

12. Taxes 

12.1 The Owner is exempt from the payment of Federal Excise Taxes on articles not for resale and 

from the Federal Transportation Tax on all shipments, as well as Maine State Sales and Use 

Taxes.   Pricing in all Change Order Proposals from the Contractor and Subcontractors shall not 

include these taxes. 

12.2 Maine statute (36 M.R.S.A. §1760) allows "…an exemption from sales and use tax on items 

which will be physically incorporated in real property of an exempt organization.  This exemption 

only applies to lumber, hardware, doors and windows, nails, insulation and other building 

materials actually affixed to realty.  Tools, wearing apparel, consumable supplies, machinery and 

equipment used by the Contractor are taxable even if purchased specifically for the exempt job." 

12.3 The Contractor may contact Maine Revenue Services, 24 State House Station, Augusta, Maine 

04333 for guidance on tax exempt regulations authorized by 36 M.R.S.A. §1760 and detailed in 

Rule  302 (18-125 CMR 302). 
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13. Labor and Wages 

13.1 The Contractor shall conform to the labor laws of the State of Maine, and all other laws, 

ordinances, and legal requirements affecting the work in Maine. 

13.2 The Architect shall include a wage determination document prepared by the Maine Department of 

Labor in the Contract Documents for state-funded contracts in excess of $50,000.  The document 

shows the minimum wages required to be paid to each category of labor employed on the project. 

13.3 On projects requiring a Maine wage determination, the Contractor shall submit monthly payroll 

records to the Owner ("the contracting agency") showing the name and occupation of all workers 

and all independent contractors employed on the project.  The monthly submission must also 

include the Contractor's company name, the title of the project, hours worked, hourly rate or other 

method of remuneration, and the actual wages or other compensation paid to each person. 

13.4 The Contractor shall not reveal, in the payroll records submitted to the Owner, personal 

information regarding workers and independent contractors, other than the information described 

above.  Such information shall not include Social Security number, employee identification 

number, or employee address or phone number, for example. 

13.5 The Contractor shall conform to Maine statute by providing to the Owner a list of all 

subcontractors and independent contractors on the job site and a record of the entity to whom that 

subcontractor or independent contractor is directly contracted and by whom that subcontractor or 

independent contractor is insured for workers' compensation purposes. 

13.6 The Contractor shall enforce strict discipline and good order among their employees at all times, 

and shall not employ any person unfit or unskilled to do the work assigned to them. 

13.7 The Contractor shall promptly pay all employees when their compensation is due, shall promptly 

pay all others who have billed and are due for materials, supplies and services used in the Work, 

and shall promptly pay all others who have billed and are due for insurance, workers 

compensation coverage, federal and state unemployment compensation, and Social Security 

charges pertaining to this Project.  Before final payments are made, the Contractor shall furnish to 

the Owner affidavits that all such payments described above have been made. 

13.8 The Contractor may contact the Maine Department of Labor, 54 State House Station, Augusta, 

Maine 04333 for guidance on labor issues. 

 

14. Insurance Requirements 

14.1 The Contractor shall not commence work under this contract until the Contractor has obtained all 

insurance required under this article and such insurance has been approved by the Owner.  The 

Contractor shall not allow any Subcontractor to commence work on a subcontract until all similar 

insurance required of the Subcontractor has been so obtained and approved. 

14.2 The Owner does not warrant or represent that the insurance required under this article constitutes 

an insurance portfolio which adequately addresses all risks faced by the Contractor or its 

Subcontractors.  The Contractor and Subcontractors of every tier shall satisfy themselves as to the 

existence, extent and adequacy of insurance prior to commencement of work. 

14.3 The Contractor and any Subcontractor shall procure and maintain for the duration of the Project 

insurance of the types and limits set forth under this article and such insurance as will protect 

themselves from claims which may arise out of or result from the Contractor’s or Subcontractor’s 

execution of the work, whether such execution be by themselves or by anyone directly or 

indirectly employed by any of them or by anyone for whose acts any of them may be liable.  The 

insurance coverage provided by the Contractor and any Subcontractor will be primary coverage. 
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14.4 Workers’ Compensation Insurance 

Worker’s Compensation insurance for all employees on site in accordance with the requirements 

of the Workers’ Compensation law of the State of Maine.   

Minimum acceptable limits for Employer’s Liability are:   

Bodily Injury by Accident ............................................................................................ $500,000  

Bodily Injury by Disease .................................................................... $500,000 Each Employee  

Bodily Injury by Disease ......................................................................... $500,000 Policy Limit 

14.5 Liability Insurance  

a) General Liability Insurance 

General liability insurance for bodily injury and property damage liability for all hazards of the 

Project including premise and operations, products and completed operations, contractual, and 

personal injury liabilities.  It shall include collapse and underground coverage - as well as 

explosion coverage if explosion hazards exist.  Aggregate limits shall apply on a per location or 

project basis. 

Minimum acceptable limits are:   

General aggregate limit ............................................................................................. $2,000,000  

Products and completed operations aggregate........................................................... $1,000,000 

Each occurrence limit ................................................................................................ $1,000,000 

Personal injury aggregate .......................................................................................... $1,000,000 

 

b) Automobile Liability Insurance 

Automobile liability insurance against claims for bodily injury, death or property damage 

resulting from the maintenance, ownership or use of all owned, non-owned and hired 

automobiles, trucks and trailers. 

Minimum acceptable limit is:   

Any one accident or loss ........................................................................................... $1,000,000  

 

c) Owners Protective Liability Insurance 

For Contracts exceeding $50,000 in total Contract amount, Contractor shall secure an Owners 

Protective Liability policy naming the Owner as the Named Insured. 

Minimum acceptable limits are:   

General aggregate limit ............................................................................................. $2,000,000  

Each occurrence limit ................................................................................................ $1,000,000  

 

d) Pollution Liability Insurance 

In the event that any disruption, handling, abatement, remediation, encapsulation, removal, 

transport, or disposal of contaminated or hazardous material is required, the Contractor or its 

Subcontractor shall secure a pollution liability policy in addition to any other coverages contained 

in this section.  The insurance shall be provided on an occurrence based policy and shall remain 

in effect for the duration of the Project. 

Minimum acceptable limit is:   

Each occurrence limit ................................................................................................ $1,000,000  
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14.6 Property Insurance  

a) New Construction Only 

The Contractor shall procure and maintain Builder’s Risk insurance naming the Owner, 

Contractor and all Subcontractors as insureds as their interest may appear.  The covered cause of 

loss form shall be Risks of Direct Physical Loss, endorsed to include flood, earthquake, testing 

and ensuing loss and shall include coverage for materials in transit and materials stored off site.  

Coverage shall be on a replacement cost and a completed value basis.  Unless specifically 

authorized by the Owner, the limit of insurance shall not be less than the contract amount and 

coverage shall apply during the entire contract period until the Certificate of Substantial 

Completion is accepted by the Owner. 

b) Renovations within and Additions to Existing Buildings Insured by State of Maine Risk 

Management Division 

Insurance shall be provided by the Owner.  The Owner shall provide the following Project 

information to the State of Maine Risk Management Division prior to commencement of the 

Work in order to initiate the insurance coverage: building name, street address and municipality, 

brief project description, project start date and completion date, contract dollar value, and 

Contractor name and address.  Said insurance shall name the Contractor and all Subcontractors as 

insureds as their interest may appear.  The covered causes of loss form shall be Risks of Direct 

Physical Loss, endorsed to include flood, earthquake, testing and ensuing loss and shall include 

coverage for materials in transit and materials stored off site.  Theft coverage is not included and 

exclusions common to commercial property policies are applicable.  The Contractor shall be 

responsible for a $500 deductible per occurrence.  Unless specifically authorized by the Owner, 

the limit of insurance shall not be less than the contract amount and coverage shall apply during 

the entire contract period until the Certificate of Substantial Completion is accepted by the 

Owner.  Verification of insurance will be furnished to the Contractor upon request.  The 

Contractor may independently acquire, at the Contractor’s expense, coverage in excess of that 

maintained by the State of Maine. 

14.7 The Contractor shall provide four original copies of all certificates of insurance in a form, and 

issued by, companies acceptable to the Owner prior to commencement of work.  The certificates 

shall name the Owner as certificate holder.  The certificates shall contain a provision that 

coverage afforded under the insurance policies will not be canceled or materially changed unless 

at least thirty (30) calendar days prior written notice by registered letter has been given to the 

Owner. 

 

15. Contract Bonds 

15.1 When noted as required in the Bid Documents, the Contractor shall provide to the Owner a 

Performance Bond and a Payment Bond, or "contract bonds", upon execution of the contract.  

Each bond value shall be for the full amount of the contract and issued by a surety company 

authorized to do business in the State of Maine as approved by the Owner.  The bonds shall be 

executed on the forms furnished in the Bid Documents.  The bonds shall allow for any addition or 

deductions of the contract. 

15.2 The contract bonds shall continue in effect for one year after final acceptance of the contract to 

protect the Owner’s interest in connection with the one year guarantee of workmanship and 

materials and to assure settlement of claims for the payment of all bills for labor, materials and 

equipment by the Contractor. 
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16. Allowances 

16.1 The Contract Price shall include all allowances described in the Contract Documents.  The 

Contractor shall include all overhead and profit necessary to implement each allowance in their 

Contract Price.  

16.2 The Contractor shall not be required to employ parties for allowance work against whom the 

Contractor has a reasonable objection.  In such a case, the Contractor shall notify the Owner in 

writing of their position and shall propose an alternative party to complete the work of the 

allowance. 

 

17. Assignment of Contract 

17.1 The Contractor shall not assign or sublet the contract as a whole without the written consent of 

the Owner.  The Contractor shall not assign any money due to the Contractor without the written 

consent of the Owner. 

 

18. Separate Contracts 

18.1 The Owner reserves the right to create other contracts in connection with this Project using 

similar General Conditions.  The Contractor shall allow the Owner's other contractors reasonable 

opportunity for the delivery and storage of materials and the execution of their work.  The 

Contractor shall coordinate and properly connect the Work of all contractors. 

18.2 The Contractor shall promptly report to the Architect and Owner any apparent deficiencies in 

work of the Owner's other contractors that impacts the proper execution or results of the 

Contractor.  The Contractor’s failure to observe or report any deficiencies constitutes an 

acceptance of the Owner's other contractors work as suitable for the interface of the Contractor’s 

work, except for latent deficiencies in the Owner's other contractors work. 

18.3 Similarly, the Contractor shall promptly report to the Architect and Owner any apparent 

deficiencies in their own work that would impact the proper execution or results of the Owner's 

other contractors. 

18.4 The Contractor shall report to the Architect and Owner any conflicts or claims for damages with 

the Owner's other contractors and settle such conflicts or claims for damages by mutual 

agreement or arbitration, if necessary, at no expense to the Owner. 

18.5 In the event the Owner's other contractors sue the Owner regarding any damage alleged to have 

been caused by the Contractor, the Owner shall notify the Contractor, who shall defend such 

proceedings at the Contractor's expense.  The Contractor shall pay or satisfy any judgment that 

may arise against the Owner, and pay all other costs incurred. 

 

19. Subcontracts 

19.1 The Contractor shall not subcontract any part of this contract without the written permission of 

the Owner. 

19.2 The Contractor shall submit a complete list of named Subcontractors and material suppliers to the 

Architect and Owner for approval by the Owner prior to commencing work.  The Subcontractors 

named shall be reputable companies of recognized standing with a record of satisfactory work. 
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19.3 The Contractor shall not employ any Subcontractor or use any material until they have been 

approved, or where there is reason to believe the resulting work will not comply with the Contract 

Documents.   

19.4 The Contractor, not the Owner, is as fully responsible for the acts and omissions of 

Subcontractors and of persons employed by them, as the Contractor is for the acts and omissions 

of persons directly or indirectly employed by the Contractor. 

19.5 Neither the Contract Documents nor any Contractor-Subcontractor contract shall indicate, infer or 

create any direct contractual relationship between any Subcontractor and the Owner. 

 

20. Contractor-Subcontractor Relationship 

20.1 The Contractor shall be bound to the Subcontractor by all the obligations in the Contract 

Documents that bind the Contractor to the Owner. 

20.2 The Contractor shall pay the Subcontractor, in proportion to the dollar value of the work 

completed by the Subcontractor, the dollar amount allowed to the Contractor at the time each 

Contractor's Requisition for Payment is approved by the Owner. 

20.3 The Contractor shall pay the Subcontractor accordingly if the Contract Documents or the 

subcontract provide for earlier or larger payments than described in the provision above. 

20.4 The Contractor shall pay the Subcontractor on demand for subcontract work or materials as far as 

executed and fixed in place, less retainage, at the time the Contractor's Requisition for Payment is 

approved by the Owner, even if the Architect fails to certify a portion of the Requisition for 

Payment for a cause not the fault of the Subcontractor. 

20.5 The Contractor shall not make a claim for liquidated damages or penalty for delay in any amount 

in excess of amounts that are specified by the subcontract. 

20.6 The Contractor shall not make a claim for services rendered or materials furnished by the 

Subcontractor unless written notice is given by the Contractor to the Subcontractor within ten 

calendar days of the day in which the claim originated. 

20.7 The Contractor shall give the Subcontractor an opportunity to present and to submit evidence in 

any progress conference or disputes involving subcontract work. 

20.8 The Contractor shall pay the Subcontractor a just share of any fire insurance payment received by 

the Contractor. 

20.9 The Subcontractor shall be bound to the Contractor by the terms of the Contract Documents and 

assumes toward the Contractor all the obligations and responsibilities that the Contractor, by 

those documents, assumes toward the Owner. 

20.10 The Subcontractor shall submit applications for payment to the Contractor in such reasonable 

time as to enable the Contractor to apply for payment as specified. 

20.11 The Subcontractor shall make any claims for extra cost, extensions of time or damages, to the 

Contractor in the manner provided in these General Conditions for like claims by the Contractor 

to the Owner, except that the time for the Subcontractor to make claims for extra cost is seven 

calendar days after the receipt of Architect's instructions. 

 

21. Supervision of the Work 

21.1 During all stages of the Work the Contractor shall have a competent superintendent, with any 

necessary assistant superintendents, overseeing the project.  The superintendent shall not be 

reassigned without the consent of the Owner unless a superintendent ceases to be employed by 

the Contractor due to unsatisfactory performance. 
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21.2 The superintendent represents the Contractor on the jobsite.  Directives given by the Architect or 

Owner to the superintendent shall be as binding as if given directly to the Contractor's main 

office.  All important directives shall be confirmed in writing to the Contractor.  The Architect 

and Owner are not responsible for the acts or omissions of the superintendent or assistant 

superintendents. 

21.3 The Contractor shall provide supervision of the Work equal to the industry's highest standard of 

care.  The superintendent shall carefully study and compare all Contract Documents and promptly 

report any error, inconsistency or omission discovered to the Architect.  The Contractor may not 

necessarily be held liable for damages resulting directly from any error, inconsistency or omission 

in the Contract Documents or other instructions by the Architect that was not revealed by the 

superintendent in a timely way. 

 

22. Observation of the Work 

22.1 The Contractor shall allow the Owner, the Architect and the Bureau continuous access to the site 

for the purpose of observation of the progress of the work.  All necessary safeguards and 

accommodations for such observations shall be provided by the Contractor. 

22.2 The Contractor shall coordinate all required testing, approval or demonstration of the Work.  The 

Contractor shall give sufficient notice to the appropriate parties of readiness for testing, 

inspection or examination. 

22.3 The Contractor shall schedule inspections and obtain all required certificates of inspection for 

inspections by a party other than the Architect. 

22.4 The Architect shall make all scheduled observations promptly, prior to the work being concealed 

or buried by the Contractor.  If approval of the Work is required of the Architect, the Contractor 

shall notify the Architect of the construction schedule in this regard.  Work concealed or buried 

prior to the Architect's approval may need to be uncovered at the Contractor’s expense.   

22.5 The Architect may order reexamination of questioned work, and, if so ordered, the work must be 

uncovered by the Contractor.  If the work is found to conform to the Contract Documents, the 

Owner shall pay the expense of the reexamination and remedial work.  If the work is found to not 

conform to the Contract Documents, the Contractor shall pay the expense, unless the defect in the 

work was caused by the Owner's Contractor, whose responsibility the reexamination expense 

becomes. 

22.6 The Bureau shall periodically observe the Work during the course of construction and make 

recommendations to the Contractor or Architect as necessary.  Such recommendations shall be 

considered and implemented through the usual means for changes to the Work. 

 

23. Architect's Status 

23.1 The Architect represents the Owner during the construction period, and observes the work in 

progress on behalf of the Owner.  The Architect has authority to act on behalf of the Owner only 

to the extent expressly provided by the Contract Documents or otherwise demonstrated to the 

Contractor.  The Architect has authority to stop the work whenever such an action is necessary, in 

the Architect's reasonable opinion, to ensure the proper execution of the contract. 

23.2 The Architect is the interpreter of the conditions of the contract and the judge of its performance.  

The Architect shall favor neither the Owner nor the Contractor, but shall use the Architect’s 

powers under the contract to enforce faithful performance by both parties. 
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23.3 In the event of the termination of the Architect's employment on the project prior to completion 

of the work, the Owner shall appoint a capable and reputable replacement.  The status of the new 

Architect relative to this contract shall be that of the former Architect. 

 

24. Management of the Premises 

24.1 The Contractor shall place equipment and materials, and conduct activities on the premises in a 

manner that does not unreasonably hinder site circulation, environmental stability, or any long 

term effect.  Likewise, the Architect's directions shall not cause the use of premises to be impeded 

for the Contractor or Owner. 

24.2 The Contractor shall not use the premises for any purpose other that that which is directly related 

to the scope of work.  The Owner shall not use the premises for any purpose incompatible with 

the proposed work simultaneous to the work of the Contractor. 

24.3 The Contractor shall enforce the Architect’s instructions regarding information posted on the 

premises such as signage and advertisements, as well as activities conducted on the premises such 

as fires, and smoking. 

24.4 The Owner may occupy any part of the Project that is completed with the written consent of the 

Contractor, and without prejudice to any of the rights of the Owner or Contractor.  Such use or 

occupancy shall not, in and of itself, be construed as a final acceptance of any work or materials. 

 

25. Safety and Security of the Premises 

25.1 The Contractor shall continuously maintain security on the premises and protect from 

unreasonable occasion of injury all people authorized to be on the job site.  The Contractor shall 

also effectively protect the property and adjacent properties from damage or loss. 

25.2 The Contractor shall take all necessary precautions to ensure the safety of workers and others on 

and adjacent to the site, abiding by applicable local, state and federal safety regulations. The 

Contractor shall erect and continuously maintain safeguards for the protection of workers and 

others, and shall post signs and other warnings regarding hazards associated with the construction 

process, such as protruding fasteners, moving equipment, trenches and holes, scaffolding, 

window, door or stair openings, and falling materials. 

25.3 The Contractor shall designate, and make known to the Architect and the Owner, a safety officer 

whose duty is the prevention of accidents on the site. 

25.4 The Contractor shall restore the premises to conditions that existed prior to the start of the project 

at areas not intended to be altered according to the Contract Documents. 

25.5 The Contractor shall protect existing utilities and exercise care working in the vicinity of utilities 

shown in the Drawings and Specifications or otherwise located by the Contractor. 

25.6 The Contractor shall protect from damage existing trees and other significant plantings and 

landscape features of the site which will remain a permanent part of the site.  If necessary or 

indicated in the Contract Documents, tree trunks shall be boxed and barriers erected to prevent 

damage to tree branches or roots. 

25.7 Damage to the Work, including that which is reasonably protected, shall be repaired or replaced 

at the expense of the party who caused the damage. 

25.8 The Contractor shall not load, or allow to be loaded, any part of the Project with a force which 

imperils personal or structural safety.  The Architect may consult with the Contractor on such 

means and methods of construction, however, the ultimate responsibility lies with the Contractor. 
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25.9 The Contractor shall not jeopardize any work in place with subsequent construction activities 

such as blasting, drilling, excavating, cutting, patching or altering work.  The Architect must 

approve altering any structural components of the project.  The Contractor shall supervise all 

construction activities carried out by others on site to ensure that the work is neatly done and in a 

manner that will not endanger the structure or the component parts. 

25.10 The Contractor may act with their sole discretion in emergency situations that potentially effect 

health, life or serious damage to the premises or adjacent properties, to prevent such potential loss 

or injury.  The Contractor may negotiate with the Owner for compensation for expenses due to 

such emergency work. 

25.11 The Contractor shall keep the premises free of any unsafe accumulation of waste materials caused 

by the work.  The Contractor shall regularly keep the spaces “broom clean”.  See the Close-out of 

the Work provisions of this section regarding cleaning at the completion of the project. 

 

26. Changes in the Work 

26.1 The Contractor shall not proceed with extra work without an approved Change Order or 

Construction Change Directive.  A Change Order which has been properly signed by all parties 

shall become a part of the contract. 

26.2 A Change Order is the usual document for directing changes in the Work.  In certain 

circumstances, however, the Owner may utilize a Construction Change Directive to direct the 

Contractor to perform changes in the Work that are generally consistent with the scope of the 

project.  The Owner shall use a Construction Change Directive only when the normal process for 

approving changes to the Work has failed to the detriment of the Project, or when agreement on 

the terms of a Change Order cannot be met, or when an urgent situation requires, in the Owner's 

judgment, prompt action by the Contractor. 

26.3 The Architect shall prepare the Construction Change Directive representing a complete scope of 

work, with proposed Contract Price and Contract Time revisions, if any, clearly stated. 

26.4 The Contractor shall promptly carry out a Construction Change Directive which has been signed 

by the Owner and the Architect.  Work thus completed by the Contractor constitutes the basis for 

a Change Order.  Changes in the Contract Price and Contract Time shall be as defined in the 

Construction Change Directive unless subsequently negotiated with some other terms. 

26.5 The method of determining the dollar value of extra work shall be by: 

a) an estimate of the Contractor accepted by Owner as a lump sum, or 

b) unit prices named in the contract or subsequently agreed upon, or 

c) cost plus a designated percentage, or 

d) cost plus a fixed fee. 

26.6 The Contractor shall determine the dollar value of the extra work for both the lump sum and cost 

plus designated percentage methods using the following rates.  The rates include all overhead and 

profit expenses. 

a) Contractor - for any work performed by the Contractor’s own forces, 20% of the cost; 

b) Subcontractor - for work performed by Subcontractor’s own forces, 20% of the cost; 

c) Contractor - for work performed by Contractor’s Subcontractor, 10% of the amount due 

the Subcontractor. 

26.7 The Contractor shall keep and provide records as needed or directed for the cost plus designated 

percentage method.  The Architect shall review and certify the appropriate amount which 

includes the Contractor's overhead and profit.  The Owner shall make payments based on the 

Architect’s certificate. 
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26.8 Cost reflected in Change Orders shall be limited to the following:  cost of materials, cost of 

delivery, cost of labor (including Social Security, pension, Workers' Compensation insurance, and 

unemployment insurance), and cost of rental of power tools and equipment.  Labor cost may 

include a pro-ratio share of a foreman’s time only in the case of an extension of contract time 

granted due to the Change Order. 

26.9 Overhead reflected in Change Orders shall be limited to the following: bond premium, 

supervision, wages of clerks, time keepers, and watchmen, small tools, incidental expenses, 

general office expenses, and all other overhead expenses directly related to the Change Order. 

26.10 The Contractor shall provide credit to the Owner for labor, materials, equipment and other costs 

but not overhead and profit expenses for those Change Order items that result in a net value of 

credit to the contract. 

26.11 The Owner may change the scope of work of the Project without invalidating the contract.  The 

Owner shall notify the Contractor of a change of the scope of work for the Owner's Contractors, 

which may affect the work of this Contractor, without invalidating the contract.  Change Orders 

for extension of the time caused by such changes shall be developed at the time of directing the 

change in scope of work. 

26.12 The Architect may order minor changes in the Work, not involving extra cost, which is consistent 

with the intent of the design or project. 

26.13 The Contractor shall immediately give written notification to the Architect of latent conditions 

discovered at the site which materially differ from those represented in the Drawings or 

Specifications, and which may eventually result in a change in the scope of work.  The Contractor 

shall suspend work until receiving direction from the Architect.  The Architect shall promptly 

investigate the conditions and respond to the Contractor's notice with direction that avoids any 

unnecessary delay of the Work.  The Architect shall determine if the discovered conditions 

warrant a Change Order. 

26.14 The Contractor shall, within ten calendar days of receipt of the information, give written 

notification to the Architect if the Contractor claims that instructions by the Architect will 

constitute extra cost not accounted for by Change Order or otherwise under the contract.  The 

Architect shall promptly respond to the Contractor's notice with direction that avoids any 

unnecessary delay of the Work.  The Architect shall determine if the Contractor's claim warrants 

a Change Order. 

 

27. Correction of the Work 

27.1 The Contractor shall promptly remove from the premises all work the Architect declares is non-

conforming to the contract.  The Contractor shall replace the work properly at no expense to the 

Owner.  The Contractor is also responsible for the expenses of others whose work was damaged 

or destroyed by such remedial work. 

27.2 The Owner may elect to remove non-conforming work if it is not removed by the Contractor 

within a reasonable time, that time defined in a written notice from the Architect.  The Owner 

may elect to store removed non-conforming work not removed by the Contractor at the 

Contractor's expense.   The Owner may, with ten days written notice, dispose of materials which 

the Contractor does not remove.  The Owner may sell the materials and apply the net proceeds, 

after deducting all expenses, to the costs that should have been borne by the Contractor. 

27.3 The Contractor shall remedy any defects due to faulty materials or workmanship and pay for any 

related damage to other work which appears within a period of one year from the date of 

substantial completion, and in accord with the terms of any guarantees provided in the contract.  
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The Owner shall promptly give notice of observed defects to the Contractor and Architect.  The 

Architect shall determine the status of all claimed defects. 

27.4 The Architect may authorize, after a reasonable notification to the Contractor, an equitable 

deduction from the contract amount in lieu of the Contractor correcting non-conforming or 

defective work. 

 

28. Owner's Right to do Work 

28.1 The Owner may, using other contractors, correct deficiencies attributable to the Contractor, or 

complete unfinished work.  Such action shall take place only after giving the Contractor three 

days written notice, and provided the Architect approves of the proposed course of action as an 

appropriate remedy.   The Owner may then deduct the cost of the remedial work from the amount 

due the Contractor. 

28.2 The Owner may act with their sole discretion when the Contractor is unable to take action in 

emergency situations that potentially effect health, life or serious damage to the premises or 

adjacent properties, to prevent such potential loss or injury.  The Owner shall inform the 

Contractor of the emergency work performed, particularly where it may affect the work of the 

Contractor. 

 

29. Termination of Contract and Stop Work Action 

29.1 The Owner may, owing to a certificate of the Architect indicating that sufficient cause exists to 

justify such action, without prejudice to any other right or remedy and after giving the Contractor 

and the Contractor’s surety seven days written notice, terminate the employment of the 

Contractor.  At that time the Owner may take possession of the premises and of all materials, 

tools and appliances on the premises and finish the work by whatever method the Owner may 

deem expedient.  Cause for such action by the Owner includes: if the contractor is adjudged 

bankrupt, or makes a general assignment for the benefit of its creditors, or if a receiver is 

appointed due to the Contractor’s insolvency, or if the Contractor persistently or repeatedly 

refuses or fails to provide enough properly skilled workers or proper materials, or if the 

Contractor fails to make prompt payment to Subcontractors or material or labor suppliers, or if 

the Contractor persistently disregards laws, ordinances or the instructions of the Architect, or is 

otherwise found guilty of a substantial violation of a provision of the Contract Documents. 

29.2 The Contractor is not entitled, as a consequence of the termination of the employment of the 

Contractor as described above, to receive any further payment until the Work is finished.  If the 

unpaid balance of the contract amount exceeds the expense of finishing the Work, including 

compensation for additional architectural, managerial and administrative services, such balance 

shall be paid to the Contractor.  If the expense of finishing the Work exceeds the unpaid balance, 

the Contractor shall pay the difference to the Owner.  The Architect shall certify the expense 

incurred by the Contractor’s default.  This obligation for payment shall continue to exist after 

termination of the contract. 

29.3 The Contractor may, if the Work is stopped by order of any court or other public authority for a 

period of thirty consecutive days, and through no act or fault of the Contractor or of anyone 

employed by the Contractor, with seven days written notice to the Owner and the Architect, 

terminate this contract.  The Contractor may then recover from the Owner payment for all work 

executed, any proven loss and reasonable profit and damage. 
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29.4 The Contractor may, if the Architect fails to issue a certificate for payment within seven days 

after the Contractor's formal request for payment, through no fault of the Contractor, or if the 

Owner fails to pay to the Contractor within 30 days after submission of any sum certified by the 

Architect, with seven days written notice to the Owner and the Architect, stop the Work or 

terminate this Contract. 

 

30. Delays and Extension of Time 

30.1 The completion date of the contract shall be extended if the work is delayed by changes ordered 

in the work which have approved time extensions, or by an act or neglect of the Owner, the 

Architect, or the Owner's Contractor, or by strikes, lockouts, fire, flooding, unusual delay in 

transportation, unavoidable casualties, or by other causes beyond the Contractor’s control.  The 

Architect shall determine the status of all claimed causes. 

30.2 The contract shall not be extended for delay occurring more than seven calendar days before the 

Contractor's claim made in writing to the Architect.  In case of a continuing cause of delay, only 

one claim is necessary. 

30.3 The contract shall not be extended due to failure of the Architect to furnish drawings if no 

schedule or agreement is made between the Contractor and the Architect indicating the dates 

which drawings shall be furnished and fourteen calendar days has passed after said date for such 

drawings. 

30.4 This article does not exclude the recovery of damages for delay by either party under other 

provisions in the Contract Document. 

 

31. Payments to the Contractor 

31.1 As noted under Preconstruction Conference in this section, the Contractor shall submit a 

Schedule of Values form, before the first application for payment, for approval by the Owner and 

Architect.  The Architect may direct the Contractor to provide evidence that supports the 

correctness of the form.  The approved Schedule of Values shall be used as a basis for payments. 

31.2 The Contractor shall submit an application for each payment (“Requisition for Payment”) on a 

form approved by the Owner and Architect.  The Architect may require receipts or other 

documents showing the Contractor's payments for materials and labor, including payments to 

Subcontractors. 

31.3 The Contractor shall submit Requisitions for Payment as the work progresses not more frequently 

than once each month, unless the Owner approves a more frequent interval due to unusual 

circumstances.  The Requisition for Payment is based on the proportionate quantities of the 

various classes of work completed or incorporated in the Work, in agreement with the actual 

progress of the Work and the dollar value indicated in the Schedule of Values. 

31.4 The Architect shall verify and certify each Requisition for Payment which appears to be complete 

and correct prior to payment being made by the Owner.  The Architect may certify an appropriate 

amount for materials not incorporated in the Work which have been delivered and suitably stored 

at the site.  The Contractor shall submit bills of sale, insurance certificates, or other such 

documents that will adequately protect the Owner’s interests prior to payments being certified. 

31.5 In the event any materials delivered but not yet incorporated in the Work have been included in a 

certified Requisition for Payment with payment made, and said materials thereafter are damaged, 

deteriorated or destroyed, or for any reason whatsoever become unsuitable or unavailable for use 
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in the Work, the full amount previously allowed shall be deducted from subsequent payments 

unless the Contractor satisfactorily replaces said material. 

31.6 The Contractor may request certification of an appropriate dollar amount for materials not 

incorporated in the Work which have been delivered and suitably stored away from the site.  The 

Contractor shall submit bills of sale, insurance certificates, right-of-entry documents or other such 

documents that will adequately protect the Owner’s interests.  The Architect shall determine if the 

Contractor's documentation for the materials is complete and specifically designated for the 

Project.  The Owner may allow certification of such payments. 

31.7 Subcontractors may request, and shall receive from the Architect, copies of approved 

Requisitions for Payment showing the amounts certified in the Schedule of Values. 

31.8 Certified Requisitions for Payment, payments made to the Contractor, or partial or entire 

occupancy of the project by the Owner shall not constitute an acceptance of any work that does 

not conform to the Contract Documents.  The making and acceptance of the final payment 

constitutes a waiver of all claims by the Owner, other than those arising from unsettled liens, 

from faulty work or materials appearing within one year from final payment or from requirements 

of the Drawings and Specifications, and of all claims by the Contractor, except those previously 

made and still unsettled. 

31.9 The Owner shall retain five percent of each payment due the Contractor as part security for the 

fulfillment of the contract by the Contractor.  The Owner may make payment of a portion of this 

“retainage” to the Contractor temporarily or permanently during the progress of the Work.  The 

Owner may thereafter withhold further payments until the full amount of the five percent is 

reestablished.  The Contractor may deposit with the Maine State Treasurer certain securities in 

place of retainage amounts due according to Maine Statute (M.R.S.A. 5, Section 1746). 

 

32. Payments Withheld 

32.1 The Architect may withhold or nullify the whole or a portion of any Requisitions for Payment 

submitted by the Contractor in the amount that may be necessary, in his reasonable opinion, to 

protect the Owner from loss due to any of the following: 

a) defective work not remedied; 

b) claims filed or reasonable evidence indicating probable filing of claims; 

c) failure to make payments properly to Subcontractors or suppliers; 

d) a reasonable doubt that the contract can be completed for the balance then unpaid; 

e) liability for damage to another contractor. 

 

The Owner shall make payment to the Contractor, in the amount withheld, when the above 

circumstances are removed. 

 

33. Liens 

33.1 The Contractor shall deliver to the Owner a complete release of all liens arising out of this 

contract before the final payment or any part of the retainage payment is released.  The 

Contractor shall provide with the release of liens an affidavit asserting each release includes all 

labor and materials for which a lien could be filed.  Alternately, the Contractor, in the event any 

Subcontractor or supplier refuses to furnish a release of lien in full, may furnish a bond 

satisfactory to the Owner, to indemnify the Owner against any lien. 
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33.2 In the event any lien remains unsatisfied after all payments to the Contractor are made by the 

Owner, the Contractor shall refund to the Owner all money that the latter may be compelled to 

pay in discharging such lien, including all cost and reasonable attorney’s fees. 

 

34. Indemnification 

34.1 The Contractor shall indemnify and hold harmless the Owner, its officers, agents, and employees 

from and against any and all claims, liabilities and costs, including reasonable attorney's fees, for 

any or all injuries to persons, property or claims for money damages arising from the negligent 

acts or omissions of the Contractor, its employees or agents, officers or subcontractors in the 

performance of work under this Agreement. 

 

35. Workmanship 

35.1 The Contractor shall provide materials, equipment, and installed work equal to or better than the 

quality specified in the Contract Documents and approved in submittal and sample.  The 

installation methods shall be of the highest standards, and the best obtainable from the respective 

trades.  The Architect’s decision on the quality of work shall be final. 

35.2 The Contractor shall know local labor conditions for skilled and unskilled labor in order to apply 

the labor appropriately to the Work.  All labor shall be performed by individuals well skilled in 

their respective trades. 

35.3 The Contractor shall perform all cutting, fitting, patching and placing of work in such a manner to 

allow subsequent work to fit properly, whether that be by the Contractor, the Owner's Contractors 

or others.  The Owner and Architect may advise the Contractor regarding such subsequent work.  

Notwithstanding the notification or knowledge of such subsequent work, the Contractor may be 

directed to comply with this standard of compatible construction by the Architect at the 

Contractor's expense. 

35.4 The Contractor shall request clarification or revision of any design work by the Architect, prior to 

commencing that work, in a circumstance where the Contractor believes the work cannot feasibly 

be completed at the highest quality, or as indicated in the Contract Documents.  The Architect 

shall respond to such requests in a timely way, providing clarifying information, a feasible 

revision, or instruction allowing a reduced quality of work.  The Contractor shall follow the 

direction of the Architect regarding the required request for information. 

35.5 The Contractor shall guarantee the Work against any defects in workmanship and materials for a 

period of one year commencing with the date of the Certificate of Substantial Completion, unless 

specified otherwise for specific elements of the project.  The Work may also be subdivided in 

mutually agreed upon components, each defined by a Certificate of Substantial Completion. 

 

36. Close-out of the Work 

36.1 The Contractor shall remove from the premises all waste materials caused by the work.  The 

Contractor shall make the spaces “broom clean” unless a more exactly cleaning is specified.  The 

Contractor shall wash all windows and glass immediately prior to the final inspection, unless 

otherwise directed. 
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36.2 The Owner may conduct the cleaning of the premises where the Contractor, duly notified by the 

Architect, fails to adequately complete the task.  The expense of this cleaning may be deducted 

from the sum due to the Contractor. 

36.3 The Contractor shall participate in all final inspections and acknowledge the documentation of 

unsatisfactory work, generally called the "punch list", to be corrected by the Contractor.  The 

Architect shall document the successful completion of the Work in a dated Certificate of 

Substantial Completion, to be signed by Owner, Architect, and Contractor. 

36.4 The Contractor shall not call for final inspection of any portion of the Work that is not complete 

and permanent installed.  The Contractor may be found liable for the expenses of individuals 

called to final inspection meetings prematurely. 

36.5 The Contractor and all major Subcontractors shall participate in the end-of-warranty-period 

conference, typically scheduled close to one year after the Substantial Completion date. 

 

37. Date of Completion and Liquidated Damages 

37.1 The Contractor may make a written request to the Owner for an extension or reduction of time, if 

necessary.  The request shall include the reasons the Contractor believes justifies the proposed 

completion date.  The Owner may grant the revision of the contract completion date if the Work 

was delayed due to conditions beyond the control and the responsibility of the Contractor.  The 

Contractor shall not conduct unauthorized accelerated work or file delay claims to recover alleged 

damages for unauthorized early completion. 

37.2 The Contractor shall vigorously pursue the completion of the Work and notify the Owner of any 

factors that have, may, or will affect the approved Schedule of the Work.  The Contractor may be 

found responsible for expenses of the Owner or Architect if the Contractor fails to make 

notification of project delays.   

37.3 The Project is planned to be done in an orderly fashion which allows for an iterative submittal 

review process, construction administration including minor changes in the Work and some bad 

weather.  The Contractor shall not file delay claims to recover alleged damages on work the 

Architect determines has followed the expected rate of progress. 

37.4 The Architect shall prepare the Certificate of Substantial Completion which, when signed by the 

Owner and the Contractor, documents the date of Substantial Completion of the Work or a 

designated portion of the Work.  The Owner shall not consider the issuance of a Certificate of 

Occupancy by an outside authority a prerequisite for Substantial Completion if the Certificate of 

Occupancy cannot be obtained due to factors beyond the Contractor’s control. 

37.5 Liquidated Damages may be deducted from the sum due to the Contractor for each calendar day 

that the Work remains uncompleted after the completion date specified in the Contract or an 

approved amended completion date.  The dollar amount per day shall be calculated using the 

Schedule of Liquidated Damages table shown below. 

If the original contract amount is: The per day Liquidated Damages shall be: 

More than $100,000 and less than $2,000,000 .................................................................... $750 

More than $2,000,000 and less than $10,000,000 ............................................................ $1,500 

More than $10,000,000 .............................................................................. $1,500 plus $250 for 

 each $2,000,000 over $10,000,000 
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38. Dispute Resolution 

38.1 Mediation 

a) In the event of a dispute between the parties which arises under this Agreement in which 

the dispute cannot be resolved through informal negotiation, the dispute shall be submitted to 

a neutral mediator jointly selected by the parties. 

b) Either party may file suit before or during mediation if the party, in good faith, deems it 

to be necessary to avoid losing the right to sue due to a statute of limitations.  If suit is filed 

before good faith mediation efforts are completed, the party filing suit shall agree to stay all 

proceedings in the lawsuit pending completion of the mediation process, provided such stay 

is without prejudice. 

c) In any mediation between the Owner and the Architect, the Owner has the right to 

consolidate related claims between Owner and Contractor. 

38.2 Arbitration 

a) If the dispute is not resolved through mediation, the dispute shall be settled by arbitration.  

The arbitration shall be conducted before a panel of three arbitrators.  Each party shall select 

one arbitrator; the third arbitrator shall be appointed by the arbitrators selected by the parties.  

The arbitration shall be conducted in accordance with the Maine Uniform Arbitration Act 

(“MUAA”), except as otherwise provided in this section. 

b) The decision of the arbitrators shall be final and binding upon all parties.  The decision 

may be entered in court as provided in the MUAA. 

c) The costs of the arbitration, including the arbitrators’ fees shall be borne equally by the 

parties to the arbitration, unless the arbitrator orders otherwise. 

d) In any arbitration between the Owner and the Architect, the Owner has the right to 

consolidate related claims between Owner and Contractor. 
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PART 1- GENERAL 

 

1.1 Related Documents 

 A. Drawings and general provisions of the Contract, including General and Supplementary 

Conditions and other Division 01 Specifications Sections, apply to this Section. 

 

1.2 Summary 

 A. This Section includes the wage determination requirements for Contractors as issued by the State 

of Maine Department of Labor Bureau of Labor Standards or the United States Department of 

Labor. 

 

1.3 Requirements 

 A. Conform to the wage determination schedule for this project which is shown on the following 

page. 

 

 

PART 2 - PRODUCTS (not used) 

 

 

PART 3 - EXECUTION (not used) 
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SECTION 011000 

SUMMARY 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and Supplementary 

Conditions and other Division 01 Specification Sections, apply to this Section. 

1.2 SUMMARY 

A. This Section includes the following: 

1. Work covered by the Contract Documents. 

2. Contract. 

3. Work sequence. 

4. Work restrictions 

5. Use of premises. 

6. Owner occupancy. 

7. Specification formats and conventions. 

8. Miscellaneous provisions.  

1.3 WORK COVERED BY CONTRACT DOCUMENTS 

A. Project Identification:  Project consists of exterior buried hot water loop replacement between 

buildings at the Bolduc Correctional Center. 

1. Project Location:  516 Cushing Road, Warren, Maine. 

2. Owner:  State of Maine, Maine Department of Corrections. 

B. Architect Identification:  The Contract Documents, dated April 10, 2014, were prepared for the 

Project by SMRT, Inc., 144 Fore Street, Portland, Maine, 04101. 

C. The Work consists of the installing new hot water piping below grade between existing 

buildings and connecting to existing piping within buildings.  The Work will include but is not 

necessarily limited to all labor, materials, equipment and accessories to: 

1. Excavation of existing earth including paved areas in a phased sequence. 

2. Coordination of existing below grade utilities. 

3. Installation of new piping below grade. 

4. Connection to existing piping within buildings. 

5. Installation of back-fill. 

6. Repair of existing surfaces to match existing. 

D. The existing facility operates 24 hours a day, 7 days a week and cannot have any utilities shut 

down without prior authorization from the owner. 



Bolduc Correctional Center Issued For Bid/Construction 

Hot Water Loop Replacement April 10, 2014 

Warren, Maine                                                                                   
 

13013 SUMMARY 011000 - 2 

1. Existing systems will be maintained and in operation throughout construction. New 

piping connections to existing services will be coordinated with the owner. Hot water 

disruption will not be extended overnight. Contractor to ensure any hot water service 

interruptions will be restored prior to leaving for the work day.  

2. Existing Electrical systems, including emergency systems will be maintained and in 

operation throughout construction. 

3. Existing Fire Protection Systems will be maintained and in operation throughout 

construction.  

1.4 CONTRACT 

A. Project will be constructed under a single general construction contract. The work includes a 

requirement for staged occupancy coordinated with phased construction. Contingent on the 

owner’s needs. 

B. Contract Type: Bureau of General Services Construction Contract. 

1.5 WORK SEQUENCE 

A. The work sequence shall be coordinated with the Owner, and shall provide for Owner’s 

continuous operation of the facility. Reference Drawings for Phasing Plan. 

B. The work includes a requirement for facility access contingent on the owner’s needs. 

1.6 WORK RESTRICTIONS 

A. Existing Utility Interruptions:  Do not interrupt utilities serving areas of the building occupied 

by Owner unless permitted under the following conditions and then only after arranging to 

provide temporary utility services according to requirements indicated: 

1. Notify Architect and Owner not less than 48 hours in advance of proposed utility 

interruptions. The Owner reserves the right to reject a request for utility interruption if it 

creates an unreasonable hardship upon the Owner's operations within the existing facility, 

and the right to demand that another time be proposed, and the right to require that 

temporary services be established to minimize the interruption.  Accommodation of the 

Owner's reasonable needs in this regard shall be included in the scope of the Contract. 

1.7 USE OF PREMISES 

A. General:  The Owner's use of the facility will continue without interruption during all phases of 

the project. The contractor shall have limited use of the premises for construction operations, 

including use of Project site, during the construction period. Access shall be limited to the 

extent necessary for the Owner's use of the existing facility. 

B. Coordination:  Refer to drawings for phasing of the Work.  The sequence of the Work shown 

has been organized to permit the Owner to operate each of its essential functions without 
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interruption, and shall be the presumed sequence of construction unless another phasing plan is 

presented and accepted prior to start of the Work. 

C. General:  Limit use of site and premises to allow: 

1. Owner occupancy. 

2. Use of site and premises by public. 

D. Use of Existing Building:  Work and access to the existing buildings outside the limits of each 

phase of Work will be strictly prohibited without advanced consent of the owner. The owner has 

the right to require any access to these areas to be ‘Escorted Access’ by the owner’s staff. 

Should any work be required outside the limits of each phase of Work, the area is to be 

maintained in an occupiable condition throughout the construction period. Repair damage 

caused by construction operations. Take all precautions necessary to protect the building and its 

occupants during the construction period. 

E. Emergency Building Exits During Construction:  Maintain all existing exits and egress areas 

outside of the Work Area. 

F. Construction Operations: Confine operations to areas within agreed-upon limits for each phase 

of the Work.  Portions of the building beyond areas in which construction operations are 

indicated are not to be disturbed. 

G. Time Restrictions for Performing Interior Work:  Monday through Friday; 7 am to 5 p.m., 

unless arrangements are made with the Owner prior to the start of work. 

H. The existing operating facility is a secure facility. Site and building security will be maintained 

before, during and after construction, at all times of the day.  The contractor shall coordinate a 

security plan with the owner prior to start of construction.  The owner has the right to modify or 

reject the plan at the owner’s discretion. 

I. Background checks for each person working within the facility will be done by the owner. The 

successful contractor shall provide any and all personnel data required by the owner to perform 

this task on May 12
th
, 2014. Forms will be provided to the contractor for distribution to sub-

contractors and all associated workers. If the applicant has no criminal record, access will be 

granted. Should an applicant be found to have a criminal record sufficient to be deemed 

inappropriate for entry, access will not be granted.  Any questions as to why the worker was 

denied access to the facility must be made by the applicant to the Site Security Coordinator in 

writing. The General Contractor will be notified of those workers being approved.   

1. No direct contact with the facility residents is allowed at any time. The Facility Security 

Staff will handle any violation of this.   

2. A Special Visitor pass will be temporarily issued to persons who will be visiting or 

working on the construction site for a limited time to provide a service requiring a period 

not to exceed eight (8) hours to complete and will not require completion of a criminal 

background consent form.  Special Visitors will have access to the work area but will 

require a security escort whenever they are within a building outside of the work area. 

This category of pass is issued by the Security Officer to persons entering those areas of 

the property under the above mentioned circumstances. Special visitor passes are 

considered controlled security items. Hence, the Security Officer will obtain proper 

identification from the individual the pass is to be issued to.  The Security Officer will 

retain the identification until the special visitors pass is returned. In addition, each pass 
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recipient will sign the Special Visitor Pass Log Book.  This pass will be worn above the 

waist in a clearly visible, conspicuous place by all visitors 

3. When entering the building with a Special Visitor pass, following identification and 

“sign-in” registration, workers may be screened with a hand held metal detector. Carry-in 

items may be searched by security staff for contraband. Workers who require tools or 

other equipment to enter the facility will have all such equipment approved and 

inventoried on a form provided. Only those tools necessary to complete the contracted 

job are permitted inside the facility and must be inventoried by the assigned officer on the 

approved form upon entering and departing the facility. Through planning and scheduling 

the processing of tools can be minimized through completing inventory forms in advance. 

4. Persons required Work outside of the ‘Work Area’ and within the Facility will be 

escorted by facility staff at all times and will be subject to tool inventory as noted above. 

J. Tool Control 

1. It is the policy of the Bolduc Correctional Center that all tools are locked in a secure 

container when not in use. 

2. No tools will be left inside the facility at the end of the work day. All tools shall be 

removed and placed in a secure container or storage unit or removed from the site.  

K. Site Access. Access is limited. The contractor’s access shall be coordinated with the owner and 

shall not be considered as ‘Free Access’. The contractor shall provide a securable material 

storage trailer/container for placement on site. Location of storage container/trailer shall be 

directed by the owner.  

1. Keep driveways, loading areas, entrances, etc., serving premises clear and available to 

Owner, Owner's employees, and emergency vehicles at all times.  Do not use these areas 

for parking or storage of materials. 

L. Vehicle Parking. Contractor vehicle parking will be in designated areas only. Vehicle access 

will be limited and shall be coordinated with the owner. Any vehicle required to be shut off and 

locked with all windows shut tight and keys removed. All materials, tools, or other loose items 

must be secured when unattended. Vehicles not meeting these requirements will be removed at 

the vehicle owner’s expense. 

M. Dumpsters. The contractor is responsible for providing their own dumpsters. Dumpsters will be 

allowed within the perimeter at a location designated by the owner. The contractor shall 

schedule all dumpster removal times with the owner. Search of dumpsters may be done at any 

time at the discretion of the owner. 

N. Smoking anywhere on site is strictly prohibited. Designated on-site smoking areas are for 

inmates only per policy. No exceptions. 

O. Lost Items. Any missing items including tools, phones, pagers, keys, etc. shall be reported to the 

owner immediately. The contractor is not permitted to depart the facility until efforts are made 

to locate the item. 

P. Phones. The contractor shall provide cell phones for their own use. A land line will not be 

provided by the owner. Any lost phone must be reported immediately to the owner. 

Q. The owner will assign a contact employee from the facility for the Contractor.  
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R. Contractor trailer. A typical contractor trailer will be allowed at the contractor’s discretion. The 

owner will provide secure space within the facility for the contractor’s use. The contractor is to 

provide any desired furniture such as plan tables, chairs, file cabinets, etc. 

S. Sewer Services.  The owner will designate restrooms for use at no cost to the contractor.  

T. Water Services.  The owner will provide water hook-up at no cost to the contractor. 

U. Electric Power Service.  The owner will allow connection to outlets at no cost to the contractor. 

V. Heat. The Owner will heat the space at no cost to the contractor. 

W. Lighting: Provide temporary lighting with local switching that provides adequate illumination 

for construction operations, observations, inspections, and traffic conditions. 

X. Fire Extinguishers.  The contractor will provide portable, UL rated; with class and extinguishing 

agent as required by locations and classes of fire exposures. 

Y. Data. The contractor shall provide any desired data access. The owner will not allow access of 

any kind to their system. Any wireless system used shall be secured. No exceptions. 

Z. Isolation of Work Area: Prevent dust, fumes, and odors from entering occupied areas. 

1. Use vacuum collection attachments on dust-producing equipment. Isolate limited work 

within occupied areas using portable dust-containment devices. 

AA. Perform daily construction cleanup and final cleanup. 

BB. Snow removal will be done by the owner. 

1.8 OWNER OCCUPANCY 

A. The Owner will occupy the site and premises including construction area during the entire 

period of construction. 

1. The contractor shall maintain a broom finish clean construction area at the end of each 

work day. 

2. Architect will prepare a punch list and Certificate of Substantial Completion for each 

specific portion of the Work.  

3. Before Owner occupancy, mechanical, electrical, security electronics and fire alarm 

systems shall be fully operational, and required tests and inspections shall be successfully 

completed.  

4. Upon occupancy, Owner will assume responsibility for maintenance, custodial service, 

and ownership, operate, and maintain mechanical and electrical systems serving area. 

5. Warranties will commence upon issuance of the Certificate of Substantial Completion for 

the entire project. 

B. Cooperate with Owner to minimize conflict, and to facilitate Owner's operations. 

C. Schedule the Work to accommodate Owner occupancy. 
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1.9 SPECIFICATION FORMATS AND CONVENTIONS 

A. Specification Format:  The Specifications are organized into Divisions and Sections using the 

34-division format and CSI/CSC's "MasterFormat" numbering system. 

1. Division 01:  Sections in Division 01 govern the execution of the Work of all Sections in 

the Specifications. 

B. Specification Content:  The Specifications use certain conventions for the style of language and 

the intended meaning of certain terms, words, and phrases when used in particular situations.  

These conventions are as follows: 

1. Abbreviated Language:  Language used in the Specifications and other Contract 

Documents is abbreviated.  Words and meanings shall be interpreted as appropriate.  

Words implied, but not stated, shall be inferred as the sense requires.  Singular words 

shall be interpreted as plural, and plural words shall be interpreted as singular where 

applicable as the context of the Contract Documents indicates. 

2. Imperative mood and streamlined language are generally used in the Specifications.  

Requirements expressed in the imperative mood are to be performed by Contractor.  

Occasionally, the indicative or subjunctive mood may be used in the Section Text for 

clarity to describe responsibilities that must be fulfilled indirectly by Contractor or by 

others when so noted. 

a. The words "shall," "shall be," or "shall comply with," depending on the context, 

are implied where a colon (:) is used within a sentence or phrase. 

1.10 MISCELLANEOUS PROVISIONS 

A. Contract Documents: These documents, including the Contract, General Conditions, 

Supplementary Conditions, Specification sections, Drawings, Addenda and Modifications, 

indicate the work of the Contract and related requirements and conditions that have an impact 

on the project. It is recognized that work of the contract is also unavoidably affected or 

influenced by governing regulations, natural phenomenon including weather conditions and 

other forces outside the contract documents. 

PART 2 - PRODUCTS (Not Used) 

PART 3 - EXECUTION (Not Used) 

END OF SECTION 011000 



Bolduc Correctional Center Issued For Bid/Construction 

Hot Water Loop Replacement April 10, 2014 

Warren, Maine                           

13103                        CONSTRUCTION PROGRESS DOCUMENTATION 013200 - 1 

SECTION 013200 

 CONSTRUCTION PROGRESS DOCUMENTATION 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and Supplementary 

Conditions and other Division 01 Specification Sections, apply to this Section. 

1.2 SUMMARY 

A. Section includes administrative and procedural requirements for documenting the progress of 

construction during performance of the Work, including the following: 

1. Contractor's construction schedule. 

2. Construction schedule updating reports. 

3. Daily construction reports. 

4. Material location reports. 

5. Site condition reports. 

6. Special reports. 

B. Related Requirements: 

1. Section 013300 "Submittal Procedures" for submitting schedules and reports. 

2. Section 014000 "Quality Requirements" for submitting a schedule of tests and 

inspections. 

1.3 DEFINITIONS 

A. Activity:  A discrete part of a project that can be identified for planning, scheduling, monitoring, 

and controlling the construction project.  Activities included in a construction schedule consume 

time and resources. 

1. Critical Activity:  An activity on the critical path that must start and finish on the planned 

early start and finish times. 

2. Predecessor Activity:  An activity that precedes another activity in the network. 

3. Successor Activity:  An activity that follows another activity in the network. 

B. Cost Loading:  The allocation of the schedule of values for the completion of an activity as 

scheduled.  The sum of costs for all activities must equal the total Contract Sum unless 

otherwise approved by Architect. 

C. Event:  The starting or ending point of an activity. 

D. Float:  The measure of leeway in starting and completing an activity. 
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1. Float time is not for the exclusive use or benefit of either Owner or Contractor, but is a 

jointly owned, expiring Project resource available to both parties as needed to meet 

schedule milestones and Contract completion date. 

2. Free float is the amount of time an activity can be delayed without adversely affecting the 

early start of the successor activity. 

3. Total float is the measure of leeway in starting or completing an activity without 

adversely affecting the planned Project completion date. 

E. Resource Loading:  The allocation of manpower and equipment necessary for the completion of 

an activity as scheduled. 

1.4 INFORMATIONAL SUBMITTALS 

A. Format for Submittals:  Submit required submittals in the following format: 

1. Working electronic copy of schedule file, where indicated. 

2. PDF electronic file. 

3. Two paper copies. 

B. Startup construction schedule. 

1. Approval of cost-loaded, startup construction schedule will not constitute approval of 

schedule of values for cost-loaded activities. 

C. Contractor's Construction Schedule:  Initial schedule, of size required to display entire schedule 

for entire construction period. 

1. Submit a working electronic copy of schedule, using software indicated, and labeled to 

comply with requirements for submittals.  Include type of schedule (initial or updated) 

and date on label. 

D. Construction Schedule Updating Reports:  Submit with Applications for Payment. 

E. Daily Construction Reports:  Submit at weekly intervals. 

F. Material Location Reports:  Submit at weekly intervals. 

G. Site Condition Reports:  Submit at time of discovery of differing conditions. 

H. Special Reports:  Submit at time of unusual event. 

1.5 QUALITY ASSURANCE 

A. Prescheduling Conference:  Conduct conference to comply with requirements in this Section. 

Review methods and procedures related to the preliminary construction schedule and 

Contractor's construction schedule, including, but not limited to, the following: 

1. Review software limitations and content and format for reports. 

2. Verify availability of qualified personnel needed to develop and update schedule. 
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3. Discuss constraints, including phasing work stages and Owner occupancy. 

4. Review submittal requirements and procedures. 

5. Review time required for review of submittals and resubmittals. 

6. Review requirements for tests and inspections by independent testing and inspecting 

agencies. 

7. Review time required for Project closeout and Owner startup procedures. 

8. Review and finalize list of construction activities to be included in schedule. 

9. Review procedures for updating schedule. 

1.6 COORDINATION 

A. Coordinate Contractor's construction schedule with the schedule of values, submittal schedule, 

progress reports, payment requests, and other required schedules and reports. 

PART 2 - PRODUCTS 

2.1 CONTRACTOR'S CONSTRUCTION SCHEDULE, GENERAL 

A. Time Frame:  Extend schedule from date established for commencement of the Work to date of 

final completion. 

1. Contract completion date shall not be changed by submission of a schedule that shows an 

early completion date, unless specifically authorized by Change Order. 

B. Activities:  Treat each separate area as a separate numbered activity for each main element of 

the Work.  Comply with the following: 

1. Activity Duration:  Define activities so no activity is longer than 10 days, unless 

specifically allowed by Architect. 

2. Submittal Review Time:  Include review and resubmittal times indicated in 

Section 013300 "Submittal Procedures" in schedule.  Coordinate submittal review times 

in Contractor's construction schedule with submittal schedule. 

3. Startup and Testing Time:  Include no fewer than 2 days for startup and testing. 

4. Substantial Completion:  Indicate completion in advance of date established for 

Substantial Completion, and allow time for Architect's administrative procedures 

necessary for certification of Substantial Completion. 

5. Punch List and Final Completion:  Include not more than 7 days for completion of punch 

list items and final completion. 

C. Constraints:  Include constraints and work restrictions indicated in the Contract Documents and 

as follows in schedule, and show how the sequence of the Work is affected. 

1. Phasing:  Arrange list of activities on schedule by phase. 

2. Products Ordered in Advance:  Include a separate activity for each product.   

3. Work Restrictions:  Show the effect of the following items on the schedule: 

a. Coordination with existing construction. 
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b. Limitations of continued occupancies. 

c. Uninterruptible services. 

d. Use of premises restrictions. 

e. Environmental control. 

4. Work Stages:  Indicate important stages of construction for each major portion of the 

Work, including, but not limited to, the following: 

a. Subcontract awards. 

b. Submittals. 

c. Purchases. 

d. Fabrication. 

e. Sample testing. 

f. Deliveries. 

g. Installation. 

h. Tests and inspections. 

i. Adjusting. 

j. Startup and placement into final use and operation. 

D. Milestones:  Include milestones indicated in the Contract Documents in schedule, including, but 

not limited to, the Notice to Proceed, Substantial Completion, and final completion. 

E. Upcoming Work Summary:  Prepare summary report indicating activities scheduled to occur or 

commence prior to submittal of next schedule update.  Summarize the following issues: 

1. Unresolved issues. 

2. Unanswered Requests for Information. 

3. Rejected or unreturned submittals. 

4. Notations on returned submittals. 

5. Pending modifications affecting the Work and Contract Time. 

F. Recovery Schedule:  When periodic update indicates the Work is 7 or more calendar days 

behind the current approved schedule, submit a separate recovery schedule indicating means by 

which Contractor intends to regain compliance with the schedule.  Indicate changes to working 

hours, working days, crew sizes, and equipment required to achieve compliance, and date by 

which recovery will be accomplished. 

G. Computer Scheduling Software:  Prepare schedules using current version of a program that has 

been developed specifically to manage construction schedules. 

2.2 CONTRACTOR'S CONSTRUCTION SCHEDULE (GANTT CHART) 

A. Gantt-Chart Schedule:  Submit a comprehensive, fully developed, horizontal, Gantt-chart-type, 

Contractor's construction schedule within 7 days of date established for commencement of the 

Work. 

B. Preparation:  Indicate each significant construction activity separately.  Identify first workday of 

each week with a continuous vertical line. 
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2.3 REPORTS 

A. Daily Construction Reports:  Prepare a daily construction report recording the following 

information concerning events at Project site: 

1. List of subcontractors at Project site. 

2. List of separate contractors at Project site. 

3. Approximate count of personnel at Project site. 

4. Equipment at Project site. 

5. Material deliveries. 

6. High and low temperatures and general weather conditions, including presence of rain or 

snow. 

7. Accidents. 

8. Meetings and significant decisions. 

9. Unusual events (see special reports). 

10. Stoppages, delays, shortages, and losses. 

11. Emergency procedures. 

12. Orders and requests of authorities having jurisdiction. 

13. Change Orders received and implemented. 

14. Construction Change Directives received and implemented. 

15. Services connected and disconnected. 

16. Equipment or system tests and startups. 

17. Partial completions and occupancies. 

18. Substantial Completions authorized. 

B. Material Location Reports:  At weekly intervals, prepare and submit a comprehensive list of 

materials delivered to and stored at Project site.  List shall be cumulative, showing materials 

previously reported plus items recently delivered.  Include with list a statement of progress on 

and delivery dates for materials or items of equipment fabricated or stored away from Project 

site.  Indicate the following categories for stored materials: 

1. Material stored prior to previous report and remaining in storage. 

2. Material stored prior to previous report and since removed from storage and installed. 

3. Material stored following previous report and remaining in storage. 

C. Site Condition Reports:  Immediately on discovery of a difference between site conditions and 

the Contract Documents, prepare and submit a detailed report.  Submit with a Request for 

Information.  Include a detailed description of the differing conditions, together with 

recommendations for changing the Contract Documents. 

2.4 SPECIAL REPORTS 

A. General:  Submit special reports directly to Owner within one day of an occurrence.  Distribute 

copies of report to parties affected by the occurrence. 

B. Reporting Unusual Events:  When an event of an unusual and significant nature occurs at 

Project site, whether or not related directly to the Work, prepare and submit a special report.  

List chain of events, persons participating, response by Contractor's personnel, evaluation of 

results or effects, and similar pertinent information.  Advise Owner in advance when these 

events are known or predictable. 
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PART 3 - EXECUTION 

3.1 CONTRACTOR'S CONSTRUCTION SCHEDULE 

A. Contractor's Construction Schedule Updating:  At weekly intervals, update schedule to reflect 

actual construction progress and activities. 

1. Revise schedule immediately after each meeting or other activity where revisions have 

been recognized or made. 

2. Include a report with updated schedule that indicates every change, including, but not 

limited to, changes in logic, durations, actual starts and finishes, and activity durations. 

3. As the Work progresses, indicate final completion percentage for each activity. 

B. Distribution:  Distribute copies of approved schedule to Architect, Owner, separate contractors, 

testing and inspecting agencies, and other parties identified by Contractor with a need-to-know 

schedule responsibility. 

1. Post copies in Project meeting rooms and temporary field offices. 

2. When revisions are made, distribute updated schedules to the same parties and post in the 

same locations.  Delete parties from distribution when they have completed their assigned 

portion of the Work and are no longer involved in performance of construction activities. 

END OF SECTION 013200 
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SECTION 013300 

SUBMITTAL PROCEDURES 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and Supplementary 

Conditions and other Division 1 Specification Sections, apply to this Section. 

1.2 SUMMARY 

A. This Section includes administrative and procedural requirements for submitting Shop 

Drawings, Product Data, Samples, and other miscellaneous submittals. 

B. Related Sections include the following: 

1. Division 1 Section "Payment Procedures" for submitting Applications for Payment. 

2. Division 1 Section "Construction Progress Documentation" for submitting schedules and 

reports, including Contractor's Construction Schedule and the Submittals Schedule 

3. Division 1 Section "Quality Requirements" for submitting test and inspection reports and 

Delegated-Design Submittals. 

4. Division 1 Section "Closeout Procedures" for submitting warranties Project Record 

Documents and operation and maintenance manuals. 

1.3 SUBMITTALS 

A. Sample Submittal:  Submit first project submittal within one week of Notice to Proceed.  First 

project submittal shall be a sample of the Contractor's submittal review stamp incorporating the 

specified compliance statement.  Submittal shall also demonstrate correct transmittal form, 

submittal format, numbering, etc. for project.   

1.4 DEFINITIONS 

A. Action Submittals:  Written and graphic information that requires Architect's responsive action 

including product data submittals and shop drawings.  Refer to Part 2. 

B. Informational Submittals:  Written information that does not require Architect's approval such 

as test reports, certifications, maintenance data, insurance certificates, etc.  Refer to Part 2.  

Submittals may be rejected for not complying with requirements. 

1.5 SUBMITTAL PROCEDURES 

A. General:  Copies of drawings in digital format will be provided by the architect to those 

requesting same in accordance with the “Authorization Statement for Electronic Transfer” form. 
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(Example attached herein). Information provided in digital format is for the sole information 

and use of the authorized entity. Further copying or transfer of this information is prohibited by 

copyright. 

B. Coordination:  Coordinate preparation and processing of submittals with performance of 

construction activities. 

1. Coordinate each submittal with fabrication, purchasing, testing, delivery, other 

submittals, and related activities that require sequential activity. 

2. Coordinate transmittal of different types of submittals for related parts of the Work so 

processing will not be delayed because of need to review submittals concurrently for 

coordination. 

a. Architect reserves the right to withhold action on a submittal requiring 

coordination with other submittals until related submittals are received. 

C. Submittals Schedule:  Comply with requirements in Division 1 Section "Construction Progress 

Documentation" for list of submittals and time requirements for scheduled performance of 

related construction activities. 

D. Processing Time:  Allow enough time for submittal review, including time for resubmittals, as 

follows.  Time for review shall commence on Architect's receipt of submittal. 

1. Initial Review:  Allow 14 days for initial review of each submittal.  Allow additional time 

if processing must be delayed to permit coordination with subsequent submittals.  

Architect will advise Contractor when a submittal being processed must be delayed for 

coordination. 

2. If intermediate submittal is necessary, process it in same manner as initial submittal. 

3. Allow 10 working days for processing each resubmittal. 

4. No extension of the Contract Time will be authorized because of failure to transmit 

submittals enough in advance of the Work to permit processing. 

E. Identification:  Place a permanent label or title block on each submittal for identification. 

1. Indicate name of firm or entity that prepared each submittal on label or title block. 

2. Provide a space approximately 4 by 8 inches (100 by 200 mm) on label or beside title 

block to record Contractor's review and approval markings and action taken by Architect. 

3. Submittal tracking number:  Mark each submittal with a tracking number as follows: 

 25-05500-1A 

 

Resubmittal Designation.  Use "A" for first resubmittal, "B" for 

second, etc. 

 

Submittal sequence number for Specification Section.  Use a 

separate number for each transmittal, in sequence, for items within 

each Spec. Section.   

  

 Specification Section. 

  

 Transmittal number.  Use a separate transmittal for each item or 

group of items within the same Section submitted together.  

 

4. Include the following information on label for processing and recording action taken: 

a. Project name. 

b. Date. 
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c. Name and address of Architect. 

d. Name and address of Contractor. 

e. Name and address of subcontractor. 

f. Name and address of supplier. 

g. Name of manufacturer. 

h. Submittal tracking number. 

i. Drawing number and detail references, as appropriate. 

j. Identification of submittal as an ACTION SUBMITTAL (requiring return) or 

INFORMATIONAL SUBMITTAL (requiring no return). 

k. Other necessary identification. 

F. Deviations:  Submit only specified products.  Highlight, encircle, or otherwise identify minor 

deviations from the Contract Documents on submittals.  Deviations not specifically approved 

and later found to be in conflict with Contract Documents may be rejected.  Refer to Division 1 

Section "Product Requirements" for substitution requirements. 

G. Transmittal:  Package each submittal individually and appropriately for transmittal and 

handling.  Transmit each submittal using a transmittal form.  Architect will return submittals, 

without review, received from sources other than Contractor. 

1. On an attached separate sheet, prepared on Contractor's letterhead, record relevant 

information, requests for data, revisions other than those requested by Architect on 

previous submittals, and deviations from requirements of the Contract Documents, 

including minor variations and limitations.  Include the same label information as the 

related submittal. 

2. Include Contractor's certification stating that information submitted complies with 

requirements of the Contract Documents. 

3. Transmittal Form:  Provide locations on form for the following information: 

a. Project name. 

b. Date. 

c. Destination (To:). 

d. Source (From:). 

e. Names of subcontractor, manufacturer, and supplier. 

f. Category and type of submittal. 

g. Submittal purpose and description. 

h. Submittal and transmittal distribution record. 

i. Remarks. 

j. Signature of transmitter. 

H. Distribution:  Furnish copies of final submittals to manufacturers, subcontractors, suppliers, 

fabricators, installers, authorities having jurisdiction, and others as necessary for performance of 

construction activities.  Show distribution on transmittal forms. 

I. Use for Construction:  Use only final submittals with mark indicating action taken by Architect 

in connection with construction. 

PART 2 - PRODUCTS 

2.1 ACTION SUBMITTALS 
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A. General:  Prepare and submit Action Submittals required by individual Specification Sections. 

1. Except for physical samples and color charts, submit all submittals in electronic format 

via Architect’s online Info Exchange portal as PDF electronic files.  Contractor will be 

given access to the Info Exchange portal and will use it to submit all submittals 

electronically.  Each spec section shall be submitted separately, do not group multiple 

spec sections in one submission. Physical samples and color charts shall be submitted via 

USPS or other carrier.   

a. Architect will return annotated file. Annotate and retain one copy of file as an 

electronic Project record document file. 

 

2. Certificates and Certifications Submittals: Provide a statement that includes signature of 

entity responsible for preparing certification. Certificates and certifications shall be 

signed by an officer or other individual authorized to sign documents on behalf of that 

entity. 

a. Provide a digital signature with digital certificate on electronically submitted 

certificates and certifications where indicated. 

b. Provide a notarized statement on original paper copy certificates and certifications 

where indicated. 

B. Product Data:  Collect information into a single submittal for each element of construction and 

type of product or equipment. 

1. If information must be specially prepared for submittal because standard printed data are 

not suitable for use, submit as Shop Drawings, not as Product Data. 

2. Mark each copy of each submittal to show which products and options are applicable. 

3. Include the following information, as applicable: 

a. Manufacturer's written recommendations. 

b. Manufacturer's product specifications. 

c. Manufacturer's installation instructions. 

d. Standard color charts. 

e. Manufacturer's catalog cuts. 

f. Wiring diagrams showing factory-installed wiring. 

g. Printed performance curves. 

h. Operational range diagrams. 

i. Mill reports. 

j. Standard product operating and maintenance manuals. 

k. Compliance with recognized trade association standards. 

l. Compliance with recognized testing agency standards. 

m. Application of testing agency labels and seals. 

n. Notation of coordination requirements. 

C. Shop Drawings:  Prepare Project-specific information, drawn accurately to scale.  Do not base 

Shop Drawings on reproductions of the Contract Documents or standard printed data. 

1. Preparation:  Include the following information, as applicable: 

a. Dimensions. 

b. Identification of products. 

c. Fabrication and installation drawings. 

d. Roughing-in and setting diagrams. 
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e. Wiring diagrams showing field-installed wiring, including power, signal, and 

control wiring. 

f. Shopwork manufacturing instructions. 

g. Templates and patterns. 

h. Schedules. 

i. Design calculations. 

j. Compliance with specified standards. 

k. Notation of coordination requirements. 

l. Notation of dimensions established by field measurement. 

2. Wiring Diagrams:  Differentiate between manufacturer-installed and field-installed 

wiring. 

3. Sheet Size:  Except for templates, patterns, and similar full-size drawings, submit Shop 

Drawings on sheets at least 8-1/2 by 11 inches (215 by 280 mm) but no larger than 30 by 

40 inches (750 by 1000 mm). 

4. Number of Copies: Submit one correctable, translucent, reproducible print and three 

blue- or black-line print.  Architect will return the reproducible print. 

D. Samples:  Prepare physical units of materials or products, including the following: 

1. Comply with requirements in Division 1 Section "Quality Requirements" for mockups. 

2. Samples for Selection: 

a. When indicated, submit manufacturer's color charts consisting of units or sections 

of units showing the full range of colors, textures, and patterns available.  

b. When indicated, submit full-size units or samples of size indicated, prepared from 

the same material to be used for the Work, cured and finished in manner specified, 

and physically identical with the product proposed for use, and that show full range 

of color and texture variations expected.  Samples include, but are not limited to, 

the following:  partial sections of manufactured or fabricated components; small 

cuts or containers of materials; complete units of repetitively used materials; 

swatches showing color, texture, and pattern; color range sets; and components 

used for independent testing and inspection. 

3. Preparation:  Mount, display, or package Samples in manner specified to facilitate review 

of qualities indicated.  Prepare Samples to match Architect's sample where so indicated.  

Attach label on unexposed side that includes the following: 

a. Generic description of Sample. 

b. Product name or name of manufacturer. 

c. Sample source. 

4. Additional Information:  On an attached separate sheet, prepared on Contractor's 

letterhead, provide the following: 

a. Size limitations. 

b. Compliance with recognized standards. 

c. Availability. 

d. Delivery time. 

5. Submit Samples for review of kind, color, pattern, and texture for a final check of these 

characteristics with other elements and for a comparison of these characteristics between 

final submittal and actual component as delivered and installed. 

a. If variation in color, pattern, texture, or other characteristic is inherent in the 

product represented by a Sample, submit at least three sets of paired units that 

show approximate limits of the variations. 

b. Refer to individual Specification Sections for requirements for Samples that 

illustrate workmanship, fabrication techniques, details of assembly, connections, 

operation, and similar construction characteristics. 
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6. Number of Samples for Selection:  Submit three sets of Samples.  Architect will retain 

two Sample sets; remainder will be returned.  Mark up and retain one returned Sample set 

as a Project Record Sample. 

a. Submit a single Sample where assembly details, workmanship, fabrication 

techniques, connections, operation, and other similar characteristics are to be 

demonstrated. 

7. Disposition:  Maintain sets of approved Samples at Project site, available for quality-

control comparisons throughout the course of construction activity.  Sample sets may be 

used to determine final acceptance of construction associated with each set. 

a. Samples that may be incorporated into the Work are indicated in individual 

Specification Sections.  Such Samples must be in an undamaged condition at time 

of use. 

b. Samples not incorporated into the Work, or otherwise designated as Owner's 

property, are the property of Contractor. 

E. Product Schedule or List:  Prepare a written summary indicating types of products required for 

the Work and their intended location.  Include the following information in tabular form: 

1. Type of product.  Include unique identifier for each product. 

2. Number and name of room or space. 

3. Location within room or space. 

F. Delegated-Design Submittal:  Comply with requirements in Division 1 Section "Quality 

Requirements." 

G. Contractor's Construction Schedule:  Comply with requirements in Division 1 Section 

"Construction Progress Documentation" for Construction Manager's action. 

H. Submittals Schedule:  Comply with requirements in Division 1 Section "Construction Progress 

Documentation." 

I. Application for Payment:  Comply with requirements in Division 1 Section "Payment 

Procedures." 

J. Schedule of Values:  Comply with requirements in Division 1 Section "Payment Procedures." 

K. Subcontract List:  Prepare a written summary identifying individuals or firms proposed for each 

portion of the Work, including those who are to furnish products or equipment fabricated to a 

special design. Include the following information in tabular form: 

1. Name, address, and telephone number of entity performing subcontract or supplying 

products. 

2. Number and title of related Specification Section(s) covered by subcontract. 

3. Drawing number and detail references, as appropriate, covered by subcontract. 

2.2 INFORMATIONAL SUBMITTALS 

A. General:  Prepare and submit Informational Submittals required by other Specification Sections. 

1. Number of Copies:  Submit two copies of each submittal, unless otherwise indicated.  

Architect will not return copies. 

2. Certificates and Certifications:  Provide a notarized statement that includes signature of 

entity responsible for preparing certification.  Certificates and certifications shall be 
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signed by an officer or other individual authorized to sign documents on behalf of that 

entity. 

3. Test and Inspection Reports:  Comply with requirements in Division 1 Section "Quality 

Requirements." 

B. Contractor's Construction Schedule:  Comply with requirements in Division 1 Section 

"Construction Progress Documentation." 

C. Qualification Data:  Prepare written information that demonstrates capabilities and experience 

of firm or person.  Include lists of completed projects with project names and addresses, names 

and addresses of architects and owners, and other information specified. 

D. Product Certificates:  Prepare written statements on manufacturer's letterhead certifying that 

product complies with requirements. 

E. Welding Certificates:  Prepare written certification that welding procedures and personnel 

comply with requirements.  Submit record of Welding Procedure Specification (WPS) and 

Procedure Qualification Record (PQR) on AWS forms.  Include names of firms and personnel 

certified. 

F. Installer Certificates:  Prepare written statements on manufacturer's letterhead certifying that 

Installer complies with requirements and, where required, is authorized for this specific Project. 

G. Manufacturer Certificates:  Prepare written statements on manufacturer's letterhead certifying 

that manufacturer complies with requirements.  Include evidence of manufacturing experience 

where required. 

H. Material Certificates:  Prepare written statements on manufacturer's letterhead certifying that 

material complies with requirements. 

I. Material Test Reports:  Prepare reports written by a qualified testing agency, on testing agency's 

standard form, indicating and interpreting test results of material for compliance with 

requirements. 

J. Preconstruction Test Reports:  Prepare reports written by a qualified testing agency, on testing 

agency's standard form, indicating and interpreting results of tests performed before installation 

of product, for compliance with performance requirements. 

K. Compatibility Test Reports:  Prepare reports written by a qualified testing agency, on testing 

agency's standard form, indicating and interpreting results of compatibility tests performed 

before installation of product.  Include written recommendations for primers and substrate 

preparation needed for adhesion. 

L. Field Test Reports:  Prepare reports written by a qualified testing agency, on testing agency's 

standard form, indicating and interpreting results of field tests performed either during 

installation of product or after product is installed in its final location, for compliance with 

requirements. 

M. Product Test Reports:  Prepare written reports indicating current product produced by 

manufacturer complies with requirements.  Base reports on evaluation of tests performed by 
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manufacturer and witnessed by a qualified testing agency, or on comprehensive tests performed 

by a qualified testing agency. 

N. Research/Evaluation Reports:  Prepare written evidence, from a model code organization 

acceptable to authorities having jurisdiction, that product complies with building code in effect 

for Project.  Include the following information: 

1. Name of evaluation organization. 

2. Date of evaluation. 

3. Time period when report is in effect. 

4. Product and manufacturers' names. 

5. Description of product. 

6. Test procedures and results. 

7. Limitations of use. 

O. Maintenance Data:  Prepare written and graphic instructions and procedures for operation and 

normal maintenance of products and equipment.  Comply with requirements in Division 1 

Section "Closeout Procedures." 

P. Design Data:  Prepare written and graphic information, including, but not limited to, 

performance and design criteria, list of applicable codes and regulations, and calculations.  

Include list of assumptions and other performance and design criteria and a summary of loads.  

Include load diagrams if applicable.  Provide name and version of software, if any, used for 

calculations.  Include page numbers. 

Q. Manufacturer's Instructions:  Prepare written or published information that documents 

manufacturer's recommendations, guidelines, and procedures for installing or operating a 

product or equipment.  Include name of product and name, address, and telephone number of 

manufacturer.  Include the following, as applicable: 

1. Preparation of substrates. 

2. Required substrate tolerances. 

3. Sequence of installation or erection. 

4. Required installation tolerances. 

5. Required adjustments. 

6. Recommendations for cleaning and protection. 

R. Manufacturer's Field Reports:  Prepare written information documenting factory-authorized 

service representative's tests and inspections.  Include the following, as applicable: 

1. Name, address, and telephone number of factory-authorized service representative 

making report. 

2. Statement on condition of substrates and their acceptability for installation of product. 

3. Statement that products at Project site comply with requirements. 

4. Summary of installation procedures being followed, whether they comply with 

requirements and, if not, what corrective action was taken. 

5. Results of operational and other tests and a statement of whether observed performance 

complies with requirements. 

6. Statement whether conditions, products, and installation will affect warranty. 

7. Other required items indicated in individual Specification Sections. 

S. Insurance Certificates and Bonds:  Prepare written information indicating current status of 

insurance or bonding coverage.  Include name of entity covered by insurance or bond, limits of 

coverage, amounts of deductibles, if any, and term of the coverage. 
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T. Material Safety Data Sheets:  Submit information directly to Owner.  If submitted to Architect, 

Architect will not review this information but will return it with no action taken. 

PART 3 - EXECUTION 

3.1 CONTRACTOR'S REVIEW 

A. Review each submittal and check for compliance with the Contract Documents.  Note 

corrections and field dimensions.  Mark with approval stamp before submitting to Architect. 

B. Approval Stamp:  Stamp each submittal with a uniform, approval stamp.  Include Project name 

and location, submittal number, Specification Section title and number, name of reviewer, date 

of Contractor's approval, and statement certifying that submittal has been reviewed, checked, 

and approved for compliance with the Contract Documents. 

1. Stamp or statement shall include the following:  "The Contractor represents that he has 

determined and verified all materials, field measurements, and field construction criteria 

related thereto or will do so, and that he has checked and coordinated the information 

contained within such submittals with the requirements of the Work and of the Contract 

Documents.” 

3.2 ARCHITECT'S ACTION 

A. General:  Architect will not review submittals that do not bear Contractor's approval stamp and 

will return them without action. 

B. Action Submittals:  Architect will review each submittal, make marks to indicate corrections or 

modifications required, and return it.  Architect will stamp each submittal with an action stamp 

and will mark stamp appropriately to indicate action taken, as follows: 

   � APPROVED 

   � PROVIDE AS NOTED 

   � REJECTED 

   � REVISE AND RESUBMIT 

� RESUBMIT SPECIFIED ITEM 

 

This review was performed for the limited purpose 

of determining general conformance with the design 

concept of the project and general compliance with 

the formation given in the Contract Documents.  

Modifications or comments made on the submittal 

during this review don not relieve the Contractor 

from compliance with the requirements of the 

drawings and specifications.  Approval of a specific 

item does not include approval of the assembly of 

which the item is a component.  The Contractor is 

responsible for: quantities and dimensions to be 

confirmed and correlated at the jobsite; information 

that pertains solely to the fabrication processes or to 
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the means, methods, techniques, sequences and 

procedures of construction; coordination of the work 

of all trades; and for performing all work in a safe 

and satisfactory manner. 

 

 SMRT, Inc. 

 

 Date _________________ 

 

 By ___________________ 

C. The action stamp above will be appropriately marked and executed to indicate whether the 

submittal returned is approved for unrestricted release, final-but-restricted release, returned for 

resubmittal, or not approved. 

1. Final Unrestricted Release:  When the Architect marks a submittal "Approved," the Work 

covered by the submittal may proceed provided it complies with requirements of the 

Contract Documents.  Final payment depends on that compliance. 

a. Marking:  “Approved” 

2. Final-But-Restricted Release:  When the Architect marks a submittal "Approved as 

Noted," the Work covered by the submittal may proceed provided it complies with 

notations or corrections on the submittal and requirements of the Contract Documents.  

Final payment depends on that compliance. 

a. Marking:  “Provide As Noted” 

3. Returned for Resubmittal:  When the Architect marks a submittal "Not Approved, Revise 

and Resubmit," do not proceed with Work covered by the submittal, including 

purchasing, fabrication, delivery, or other activity.  Revise or prepare a new submittal 

according to the notations; resubmit without delay.  Repeat if necessary to obtain 

different action mark. 

a. Do not use, or allow others to use, submittals marked "Not Approved, Revise and 

Resubmit"  at the Project Site or elsewhere where Work is in progress. 

b. Marking:  “Revise and Resubmit” or “Resubmit Specified Item” 

4. Not approved:  When the Architect marks a submittal “Rejected”, the Work covered by 

the submittal does not conform to the contract documents. Submittal of specified item is 

required. 

D. Informational Submittals:  Architect will review each submittal and will not return it, or will 

reject and return it if it does not comply with requirements.  Architect will forward each 

submittal to appropriate party. 

E. Submittals not required by the Contract Documents will not be reviewed and may be discarded. 

END OF SECTION 013300
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     TERMS AND CONDITIONS: All documents and information prepared by SMRT, Inc. for this project, including information in 

electronic format, are instruments of our service, and are for use solely with respect to this project.  SMRT, Inc. retains 
all common law, statutory and other reserved rights, including the copyright for these instruments of service.   

 
      Use of design information in electronic format from SMRT, Inc. does not represent review or approval of the user’s work 

by the design professional.   Making this information available in electronic format, in no way implies that the recipient is 
required by SMRT, Inc. to use it.  Use of information supplied by SMRT, Inc. in electronic format is at the sole risk and lia-
bility of the user. The user agrees to waive any claim against SMRT, Inc. and our employees, and to defend, indemnify, 
and hold them harmless from any claim or liability that allegedly arises from the use of information furnished in electron-
ic format.  

 
     The decision to use design information in electronic format obligates the user to verify the accuracy of the design against 

hardcopy representation of the design bearing the same issuance date. Information supplied in electronic format repre-
sents the most current status of the design at the date of the drawing’s issuance.  It is the user’s responsibility to verify 
that the electronic information in their possession stays current throughout the life of the project, and to update the in-
formation as required to maintain it current. The user is also responsible to compare design information received in elec-
tronic format with field measurements and conditions prior to their making use of the information. 

 
      Information provided in digital format is for the sole information and use of the authorizing entity. Further copying or 

transfer of this information is prohibited by copyright. Payment for information in electronic format is due in full prior to 
transmittal of the information. 

          
AUTHORIZATION: I/We hereby grant permission or have obtained permission for SMRT, Inc. to perform the above ser-
vices. 
 
APPROVED/ACCEPTED BY:        
 
SIGN HERE: __________________________________________  
                                                                     
 Print or type signer’s name here: ____________________________ 
  
SMRT, INC. 
 
______________________________________________________                                                                                               
     , Project Manager 
 
Date: _____________________ 
 
cc:      , SB (if fee charged), File      /23.2 
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SECTION 014000 

QUALITY REQUIREMENTS 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and Supplementary Condi-

tions and other Division 1 Specification Sections, apply to this Section. 

1.2 SUMMARY 

A. This Section includes administrative and procedural requirements for quality assurance and 

quality control. 

B. Testing and inspecting services are required to verify compliance with requirements specified or 

indicated.  These services do not relieve Contractor of responsibility for compliance with the 

Contract Document requirements. 

1. Specific quality-control requirements for individual construction activities are specified 

in the Sections that specify those activities.  Requirements in those Sections may also 

cover production of standard products. 

2. Specified tests, inspections, and related actions do not limit Contractor's quality-control 

procedures that facilitate compliance with the Contract Document requirements. 

3. Requirements for Contractor to provide quality-control services required by Architect,  

Owner, or authorities having jurisdiction are not limited by provisions of this Section. 

C. Related Sections include the following: 

1. Division 1 Section "Cutting and Patching" for repair and restoration of construction dis-

turbed by testing and inspecting activities. 

2. Divisions 2 through 26 Sections for specific test and inspection requirements. 

1.3 DEFINITIONS 

A. Quality-Assurance Services:  Activities, actions, and procedures performed before and during 

execution of the Work to guard against defects and deficiencies and ensure that proposed con-

struction complies with requirements. 

B. Quality-Control Services:  Tests, inspections, procedures, and related actions during and after 

execution of the Work to evaluate that completed construction complies with requirements.  

Services do not include contract enforcement activities performed by Architect . 

C. Mockups:  Full-size, physical example assemblies to illustrate finishes and materials.  Mockups 

are used to verify selections made under Sample submittals, to demonstrate aesthetic effects 

and, where indicated, qualities of materials and execution, and to review construction, coordina-
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tion, testing, or operation; they are not Samples. Mockups establish the standard by which the 

Work will be judged. 

D. Testing Agency:  An entity engaged to perform specific tests, inspections, or both.  Testing la-

boratory shall mean the same as testing agency. 

1.4 DELEGATED DESIGN 

A. Performance and Design Criteria:  Where professional design services or certifications by a de-

sign professional are specifically required of Contractor by the Contract Documents, provide 

products and systems complying with specific performance and design criteria indicated. 

1. If criteria indicated are not sufficient to perform services or certification required, submit 

a written request for additional information to Architect. 

1.5 SUBMITTALS 

A. Qualification Data:  For testing agencies specified in "Quality Assurance" Article to demon-

strate their capabilities and experience.  Include proof of qualifications in the form of a recent 

report on the inspection of the testing agency by a recognized authority. 

B. Delegated-Design Submittal:  In addition to Shop Drawings, Product Data, and other required 

submittals, submit a statement, signed and sealed by the responsible design professional, for 

each product and system specifically assigned to Contractor to be designed or certified by a de-

sign professional, indicating that the products and systems are in compliance with performance 

and design criteria indicated.  Include list of codes, loads, and other factors used in performing 

these services. 

C. Schedule of Tests and Inspections:  Prepare in tabular form and include the following: 

1. Specification Section number and title. 

2. Description of test and inspection. 

3. Identification of applicable standards. 

4. Identification of test and inspection methods. 

5. Number of tests and inspections required. 

6. Time schedule or time span for tests and inspections. 

7. Entity responsible for performing tests and inspections. 

8. Requirements for obtaining samples. 

9. Unique characteristics of each quality-control service. 

D. Reports:  Prepare and submit certified written reports that include the following: 

1. Date of issue. 

2. Project title and number. 

3. Name, address, and telephone number of testing agency. 

4. Dates and locations of samples and tests or inspections. 

5. Names of individuals making tests and inspections. 

6. Description of the Work and test and inspection method. 

7. Identification of product and Specification Section. 

8. Complete test or inspection data. 

9. Test and inspection results and an interpretation of test results. 

10. Ambient conditions at time of sample taking and testing and inspecting. 
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11. Comments or professional opinion on whether tested or inspected Work complies with 

the Contract Document requirements. 

12. Name and signature of laboratory inspector. 

13. Recommendations on re-testing and re-inspecting. 

E. Permits, Licenses, and Certificates:  For Owner's records, submit copies of permits, licenses, 

certifications, inspection reports, releases, jurisdictional settlements, notices, receipts for fee 

payments, judgments, correspondence, records, and similar documents, established for compli-

ance with standards and regulations bearing on performance of the Work. 

1.6 QUALITY ASSURANCE 

A. Fabricator Qualifications:  A firm experienced in producing products similar to those indicated 

for this Project and with a record of successful in-service performance, as well as sufficient pro-

duction capacity to produce required units. 

B. Factory-Authorized Service Representative Qualifications:  An authorized representative of 

manufacturer who is trained and approved by manufacturer to inspect installation of manufac-

turer's products that are similar in material, design, and extent to those indicated for this Project. 

C. Installer Qualifications:  A firm or individual experienced in installing, erecting, or assembling 

work similar in material, design, and extent to that indicated for this Project, whose work has 

resulted in construction with a record of successful in-service performance. 

D. Manufacturer Qualifications:  A firm experienced in manufacturing products or systems similar 

to those indicated for this Project and with a record of successful in-service performance. 

E. Professional Engineer Qualifications:  A professional engineer who is legally qualified to prac-

tice in jurisdiction where Project is located and who is experienced in providing engineering 

services of the kind indicated.  Engineering services are defined as those performed for installa-

tions of the system, assembly, or product that are similar to those indicated for this Project in 

material, design, and extent. 

F. Specialists:  Certain sections of the Specifications require that specific construction activities 

shall be performed by entities who are recognized experts in those operations.  Specialists shall 

satisfy qualification requirements indicated and shall be engaged for the activities indicated. 

1. Requirement for specialists shall not supersede building codes and similar regulations 

governing the Work, nor interfere with local trade-union jurisdictional settlements and 

similar conventions. 

G. Testing Agency Qualifications:  An agency with the experience and capability to conduct test-

ing and inspecting indicated, as documented by ASTM E 548, and that specializes in types of 

tests and inspections to be performed. 

H. Preconstruction Testing:  Testing agency shall perform preconstruction testing for compliance 

with specified requirements for performance and test methods. 

1. Contractor responsibilities include the following: 

a. Provide test specimens and assemblies representative of proposed materials and 

construction.  Provide sizes and configurations of assemblies to adequately demon-

strate capability of product to comply with performance requirements. 
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b. Submit specimens in a timely manner with sufficient time for testing and analyzing 

results to prevent delaying the Work. 

c. Fabricate and install test assemblies using installers who will perform the same 

tasks for Project. 

d. When testing is complete, remove assemblies; do not reuse materials on Project. 

2. Testing Agency Responsibilities:  Submit a certified written report of each test, inspec-

tion, and similar quality-assurance service to Architect.  Interpret tests and inspections 

and state in each report whether tested and inspected work complies with or deviates 

from the Contract Documents. 

I. Mockups:  Before installing portions of the Work requiring mockups, build mockups for each 

form of construction and finish required to comply with the following requirements, using mate-

rials indicated for the completed Work: 

1. Build mockups in location and of size indicated or, if not indicated, as directed by Archi-

tect . 

2. Notify Architect seven days in advance of dates and times when mockups will be con-

structed. 

3. Demonstrate the proposed range of aesthetic effects and workmanship. 

4. Obtain Architect's  approval of mockups before starting work, fabrication, or construc-

tion. 

5. Maintain mockups during construction in an undisturbed condition as a standard for judg-

ing the completed Work. 

6. Demolish and remove mockups when directed, unless otherwise indicated. 

1.7 QUALITY CONTROL 

A. Owner Responsibilities:  Where quality-control services are indicated as Owner's responsibility, 

Owner will engage a qualified testing agency to perform these services. 

1. Owner will furnish Contractor with names, addresses, and telephone numbers of testing 

agencies engaged and a description of the types of testing and inspecting they are en-

gaged to perform. 

2. Payment for these services will be made by the owner. 

3. Costs for retesting and reinspecting construction that replaces or is necessitated by work 

that failed to comply with the Contract Documents will be charged to Contractor. 

B. Contractor Responsibilities:  Unless otherwise indicated, provide quality-control services speci-

fied and required by authorities having jurisdiction. 

1. Where services are indicated as Contractor's responsibility, engage a qualified testing 

agency to perform these quality-control services. 

a. Contractor shall not employ the same entity engaged by Owner, unless agreed to in 

writing by Owner. 

2. Notify testing agencies at least 24 hours in advance of time when Work that requires test-

ing or inspecting will be performed. 

3. Where quality-control services are indicated as Contractor's responsibility, submit a certi-

fied written report, in duplicate, of each quality-control service. 

4. Testing and inspecting requested by Contractor and not required by the Contract Docu-

ments are Contractor's responsibility. 

5. Submit additional copies of each written report directly to authorities having jurisdiction, 

when they so direct. 
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C. Special Tests and Inspections:  Owner will engage a testing agency to conduct special tests and 

inspections required by authorities having jurisdiction as the responsibility of Owner. 

1. Testing agency will notify Architect  and Contractor promptly of irregularities and defi-

ciencies observed in the Work during performance of its services. 

2. Testing agency will submit a certified written report of each test, inspection, and similar 

quality-control service to Architect  with copy to Contractor and to authorities having ju-

risdiction. 

3. Testing agency will submit a final report of special tests and inspections at Substantial 

Completion, which includes a list of unresolved deficiencies. 

4. Testing agency will interpret tests and inspections and state in each report whether tested 

and inspected work complies with or deviates from the Contract Documents. 

5. Testing agency will retest and reinspect corrected work. 

D. Manufacturer's Field Services:  Where indicated, engage a factory-authorized service repre-

sentative to inspect field-assembled components and equipment installation, including service 

connections.  Report results in writing. 

E. Retesting/Reinspecting:  Regardless of whether original tests or inspections were Contractor's 

responsibility, provide quality-control services, including retesting and reinspecting, for con-

struction that revised or replaced Work that failed to comply with requirements established by 

the Contract Documents. 

F. Testing Agency Responsibilities:  Cooperate with Architect  and Contractor in performance of 

duties.  Provide qualified personnel to perform required tests and inspections. 

1. Notify Architect  and Contractor promptly of irregularities or deficiencies observed in the 

Work during performance of its services. 

2. Interpret tests and inspections and state in each report whether tested and inspected work 

complies with or deviates from requirements. 

3. Submit a certified written report, in duplicate, of each test, inspection, and similar quali-

ty-control service through Contractor. 

4. Do not release, revoke, alter, or increase requirements of the Contract Documents or ap-

prove or accept any portion of the Work. 

5. Do not perform any duties of Contractor. 

G. Associated Services:  Cooperate with agencies performing required tests, inspections, and simi-

lar quality-control services, and provide reasonable auxiliary services as requested.  Notify 

agency sufficiently in advance of operations to permit assignment of personnel.  Provide the fol-

lowing: 

1. Access to the Work. 

2. Incidental labor and facilities necessary to facilitate tests and inspections. 

3. Adequate quantities of representative samples of materials that require testing and in-

specting.  Assist agency in obtaining samples. 

4. Facilities for storage and field-curing of test samples. 

5. Delivery of samples to testing agencies. 

6. Preliminary design mix proposed for use for material mixes that require control by testing 

agency. 

7. Security and protection for samples and for testing and inspecting equipment at Project 

site. 
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H. Coordination:  Coordinate sequence of activities to accommodate required quality-assurance 

and quality-control services with a minimum of delay and to avoid necessity of removing and 

replacing construction to accommodate testing and inspecting. 

1. Schedule times for tests, inspections, obtaining samples, and similar activities. 

PART 2 - PRODUCTS (Not Used) 

PART 3 - EXECUTION 

3.1 REPAIR AND PROTECTION 

A. General:  On completion of testing, inspecting, sample taking, and similar services, repair dam-

aged construction and restore substrates and finishes. 

1. Provide materials and comply with installation requirements specified in other Sections 

of these Specifications.  Restore patched areas and extend restoration into adjoining areas 

in a manner that eliminates evidence of patching. 

2. Comply with the Contract Document requirements for Division 1 Section "Cutting and 

Patching." 

B. Protect construction exposed by or for quality-control service activities. 

C. Repair and protection are Contractor's responsibility, regardless of the assignment of responsi-

bility for quality-control services. 

END OF SECTION 014000 
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SECTION 014200 

REFERENCES 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and Supplementary 

Conditions and other Division 01 Specification Sections, apply to this Section. 

1.2 DEFINITIONS 

A. General:  Basic Contract definitions are included in the Conditions of the Contract. 

B. "Approved":  When used to convey Architect's action on Contractor's submittals, applications, 

and requests, "approved" is limited to Architect's duties and responsibilities as stated in the 

Conditions of the Contract. 

C. "Directed":  A command or instruction by Architect.  Other terms including "requested," 

"authorized," "selected," "required," and "permitted" have the same meaning as "directed." 

D. "Indicated":  Requirements expressed by graphic representations or in written form on 

Drawings, in Specifications, and in other Contract Documents.  Other terms including "shown," 

"noted," "scheduled," and "specified" have the same meaning as "indicated." 

E. "Regulations":  Laws, ordinances, statutes, and lawful orders issued by authorities having 

jurisdiction, and rules, conventions, and agreements within the construction industry that control 

performance of the Work. 

F. "Furnish":  Supply and deliver to Project site, ready for unloading, unpacking, assembly, 

installation, and similar operations. 

G. "Install":  Operations at Project site including unloading, temporarily storing, unpacking, 

assembling, erecting, placing, anchoring, applying, working to dimension, finishing, curing, 

protecting, cleaning, and similar operations. 

H. "Provide":  Furnish and install, complete and ready for the intended use. 

I. "Project Site":  Space available for performing construction activities.  The extent of Project site 

is shown on Drawings and may or may not be identical with the description of the land on 

which Project is to be built. 

J. Substantial Completion:  Refer to the definition in General Conditions. 
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1.3 INDUSTRY STANDARDS 

A. Applicability of Standards:  Unless the Contract Documents include more stringent 

requirements, applicable construction industry standards have the same force and effect as if 

bound or copied directly into the Contract Documents to the extent referenced.  Such standards 

are made a part of the Contract Documents by reference. 

B. Publication Dates:  Comply with standards in effect as of date of the Contract Documents unless 

otherwise indicated. 

C. Copies of Standards:  Each entity engaged in construction on Project should be familiar with 

industry standards applicable to its construction activity.  Copies of applicable standards are not 

bound with the Contract Documents. 

1. Where copies of standards are needed to perform a required construction activity, obtain 

copies directly from publication source. 

1.4 ABBREVIATIONS AND ACRONYMS 

A. Industry Organizations:  Where abbreviations and acronyms are used in Specifications or other 

Contract Documents, they shall mean the recognized name of the entities indicated in Thomson 

Gale's "Encyclopedia of Associations" or in Columbia Books' "National Trade & Professional 

Associations of the U.S." 

B. Code Agencies:  Where abbreviations and acronyms are used in Specifications or other Contract 

Documents, they shall mean the recognized name of the entities in the following list.  Names, 

telephone numbers, and Web sites are subject to change and are believed to be accurate and up-

to-date as of the date of the Contract Documents. 

 

BOCA BOCA International, Inc.  

 (See ICC)  

   

ICBO International Conference of Building Officials  

 (See ICC)  

   

ICC International Code Council (888) 422-7233 

 www.iccsafe.org (703) 931-4533 

   

UBC Uniform Building Code  

 (See ICC)  

C. Federal Government Agencies:  Where abbreviations and acronyms are used in Specifications 

or other Contract Documents, they shall mean the recognized name of the entities in the 

following list.  Names, telephone numbers, and Web sites are subject to change and are believed 

to be accurate and up-to-date as of the date of the Contract Documents. 

 

EPA Environmental Protection Agency (202) 272-0167 

 www.epa.gov  

   

OSHA Occupational Safety & Health Administration (800) 321-6742 
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 www.osha.gov (202) 693-1999 

   

USDA Department of Agriculture (202) 720-2791 

 www.usda.gov  

D. Standards and Regulations:  Where abbreviations and acronyms are used in Specifications or 

other Contract Documents, they shall mean the recognized name of the standards and 

regulations in the following list.  Names, telephone numbers, and Web sites are subject to 

change and are believed to be accurate and up-to-date as of the date of the Contract Documents. 

 

ADAAG Americans with Disabilities Act (ADA) (800) 872-2253 

 Architectural Barriers Act (ABA) (202) 272-0080 

 Accessibility Guidelines for Buildings and Facilities  

 Available from Access Board  

 www.access-board.gov  

   

E. State Government Agencies:  Where abbreviations and acronyms are used in Specifications or 

other Contract Documents, they shall mean the recognized name of the entities in the following 

list.  Names, telephone numbers, and Web sites are subject to change and are believed to be 

accurate and up-to-date as of the date of the Contract Documents. 

 

MDEP State of Maine Department of Environmental Protection  

   

MDOT State of Maine Department of Transportation  

   

PART 2 - PRODUCTS (Not Used) 

PART 3 - EXECUTION (Not Used) 

END OF SECTION 014200 
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SECTION 016000 

PRODUCT REQUIREMENTS 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and Supplementary 

Conditions and other Division 01 Specification Sections, apply to this Section. 

1.2 SUMMARY 

A. This Section includes administrative and procedural requirements for selection of products for 

use in Project; product delivery, storage, and handling; manufacturers' standard warranties on 

products; special warranties; product substitutions; and comparable products. 

B. Related Sections include the following: 

1. Division 01 Section "References" for applicable industry standards for products 

specified. 

2. Division 01 Section "Closeout Procedures" for submitting warranties for Contract 

closeout. 

3. Divisions 02 through 33 Sections for specific requirements for warranties on products 

and installations specified to be warranted. 

1.3 DEFINITIONS 

A. Products:  Items purchased for incorporating into the Work, whether purchased for Project or 

taken from previously purchased stock.  The term "product" includes the terms "material," 

"equipment," "system," and terms of similar intent. 

1. Named Products:  Items identified by manufacturer's product name, including make or 

model number or other designation shown or listed in manufacturer's published product 

literature, that is current as of date of the Contract Documents. 

2. New Products:  Items that have not previously been incorporated into another project or 

facility, except that products consisting of recycled-content materials are allowed, unless 

explicitly stated otherwise.  Products salvaged or recycled from other projects are not 

considered new products. 

3. Comparable Product:  Product that is demonstrated and approved through submittal 

process, or where indicated as a product substitution, to have the indicated qualities 

related to type, function, dimension, in-service performance, physical properties, 

appearance, and other characteristics that equal or exceed those of specified product. 

B. Substitutions:  Changes in products, materials, equipment, and methods of construction from 

those required by the Contract Documents and proposed by Contractor. 
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C. Basis-of-Design Product Specification:  Where a specific manufacturer's product is named and 

accompanied by the words "basis of design," including make or model number or other 

designation, to establish the significant qualities related to type, function, dimension, in-service 

performance, physical properties, appearance, and other characteristics for purposes of 

evaluating comparable products of other named manufacturers. 

1.4 SUBMITTALS 

A. Substitution Requests:  Submit three copies of each request for consideration.  Identify product 

or fabrication or installation method to be replaced.  Include Specification Section number and 

title and Drawing numbers and titles. 

1. Substitution Request Form:  Use facsimile of form provided at end of Section. 

2. Documentation:  Show compliance with requirements for substitutions and the following, 

as applicable: 

a. Statement indicating why specified material or product cannot be provided. 

b. Coordination information, including a list of changes or modifications needed to 

other parts of the Work and to construction performed by Owner and separate 

contractors, that will be necessary to accommodate proposed substitution. 

c. Detailed comparison of significant qualities of proposed substitution with those of 

the Work specified.  Significant qualities may include attributes such as 

performance, weight, size, durability, visual effect, and specific features and 

requirements indicated. 

d. Product Data, including drawings and descriptions of products and fabrication and 

installation procedures. 

e. Samples, where applicable or requested. 

f. List of similar installations for completed projects with project names and 

addresses and names and addresses of architects and owners. 

g. Material test reports from a qualified testing agency indicating and interpreting test 

results for compliance with requirements indicated. 

h. Research/evaluation reports evidencing compliance with building code in effect for 

Project, from a model code organization acceptable to authorities having 

jurisdiction. 

i. Detailed comparison of Contractor's Construction Schedule using proposed 

substitution with products specified for the Work, including effect on the overall 

Contract Time.  If specified product or method of construction cannot be provided 

within the Contract Time, include letter from manufacturer, on manufacturer's 

letterhead, stating lack of availability or delays in delivery. 

j. Cost information, including a proposal of change, if any, in the Contract Sum. 

k. Contractor's certification that proposed substitution complies with requirements in 

the Contract Documents and is appropriate for applications indicated. 

l. Contractor's waiver of rights to additional payment or time that may subsequently 

become necessary because of failure of proposed substitution to produce indicated 

results. 

3. Architect's Action:  If necessary, Architect will request additional information or 

documentation for evaluation within 7 days of receipt of a request for substitution.  

Architect will notify Contractor of acceptance or rejection of proposed substitution within 
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15 days of receipt of request, or 7 days of receipt of additional information or 

documentation, whichever is later. 

a. Form of Acceptance:  Change Order. 

b. Use product specified if Architect cannot make a decision on use of a proposed 

substitution within time allocated. 

B. Basis-of-Design Product Specification Submittal:  Comply with requirements in Division 01 

Section "Submittal Procedures."  Show compliance with requirements. 

1.5 QUALITY ASSURANCE 

A. Compatibility of Options:  If Contractor is given option of selecting between two or more 

products for use on Project, product selected shall be compatible with products previously 

selected, even if previously selected products were also options. 

1. Each contractor is responsible for providing products and construction methods 

compatible with products and construction methods of other contractors. 

2. If a dispute arises between contractors over concurrently selectable but incompatible 

products, Architect will determine which products shall be used. 

B. Products with asbestos:   Asbestos containing materials are not to be purchased or installed in 

this project. 

1.6 PRODUCT DELIVERY, STORAGE, AND HANDLING 

A. Deliver, store, and handle products using means and methods that will prevent damage, 

deterioration, and loss, including theft.  Comply with manufacturer's written instructions. 

B. Delivery and Handling: 

1. Schedule delivery to minimize long-term storage at Project site and to prevent 

overcrowding of construction spaces. 

2. Coordinate delivery with installation time to ensure minimum holding time for items that 

are flammable, hazardous, easily damaged, or sensitive to deterioration, theft, and other 

losses. 

3. Deliver products to Project site in an undamaged condition in manufacturer's original 

sealed container or other packaging system, complete with labels and instructions for 

handling, storing, unpacking, protecting, and installing. 

4. Inspect products on delivery to ensure compliance with the Contract Documents and to 

ensure that products are undamaged and properly protected. 

C. Storage: 

1. Store products to allow for inspection and measurement of quantity or counting of units. 

2. Store materials in a manner that will not endanger Project structure. 

3. Store products that are subject to damage by the elements, under cover in a weathertight 

enclosure above ground, with ventilation adequate to prevent condensation. 

4. Store cementitious products and materials on elevated platforms. 
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5. Store foam plastic from exposure to sunlight, except to extent necessary for period of 

installation and concealment. 

6. Comply with product manufacturer's written instructions for temperature, humidity, 

ventilation, and weather-protection requirements for storage. 

7. Protect stored products from damage and liquids from freezing. 

8. Provide a secure location and enclosure at Project site for storage of materials and 

equipment by Owner's construction forces.  Coordinate location with Owner. 

1.7 PRODUCT WARRANTIES 

A. Warranties specified in other Sections shall be in addition to, and run concurrent with, other 

warranties required by the Contract Documents.  Manufacturer's disclaimers and limitations on 

product warranties do not relieve Contractor of obligations under requirements of the Contract 

Documents. 

1. Manufacturer's Warranty:  Preprinted written warranty published by individual 

manufacturer for a particular product and specifically endorsed by manufacturer to 

Owner. 

2. Special Warranty:  Written warranty required by or incorporated into the Contract 

Documents, either to extend time limit provided by manufacturer's warranty or to provide 

more rights for Owner. 

B. Special Warranties:  Prepare a written document that contains appropriate terms and 

identification, ready for execution.  Submit a draft for approval before final execution. 

1. Manufacturer's Standard Form:  Modified to include Project-specific information and 

properly executed. 

2. Specified Form:  When specified forms are included with the Specifications, prepare a 

written document using appropriate form properly executed. 

3. Refer to Divisions 02 through 49 Sections for specific content requirements and 

particular requirements for submitting special warranties. 

C. Submittal Time:  Comply with requirements in Division 01 Section "Closeout Procedures." 

PART 2 - PRODUCTS 

2.1 PRODUCT SELECTION PROCEDURES 

A. General Product Requirements:  Provide products that comply with the Contract Documents, 

that are undamaged and, unless otherwise indicated, that are new at time of installation. 

1. Provide products complete with accessories, trim, finish, fasteners, and other items 

needed for a complete installation and indicated use and effect. 

2. Standard Products:  If available, and unless custom products or nonstandard options are 

specified, provide standard products of types that have been produced and used 

successfully in similar situations on other projects. 

3. Owner reserves the right to limit selection to products with warranties not in conflict with 

requirements of the Contract Documents. 
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4. Where products are accompanied by the term "as selected," Architect will make 

selection. 

5. Where products are accompanied by the term "match sample," sample to be matched is 

Architect's. 

6. Descriptive, performance, and reference standard requirements in the Specifications 

establish "salient characteristics" of products. 

7. Or Equal:  Where products are specified by name and accompanied by the term "or 

equal" or "or approved equal" or “or approved substitute" or approved," comply with 

provisions in "Product Substitutions" Article to obtain approval for use of an unnamed 

product. 

B. Product Selection Procedures: 

1. Product:  Where Specifications name a single product and manufacturer, provide the 

named product that complies with requirements. 

2. Manufacturer/Source:  Where Specifications name a single manufacturer or source, 

provide a product by the named manufacturer or source that complies with requirements. 

3. Products:  Where Specifications include a list of names of both products and 

manufacturers, provide one of the products listed that complies with requirements. 

4. Manufacturers:  Where Specifications include a list of manufacturers' names, provide a 

product by one of the manufacturers listed that complies with requirements. 

5. Available Products: Where Specifications include a list of names of both products and 

manufacturers, provide one of the products listed, or an unnamed product, that complies 

with requirements.  Comply with provisions in "Product Substitutions" Article to obtain 

approval for use of an unnamed product. 

6. Available Manufacturers:  Where Specifications include a list of manufacturers, provide a 

product by one of the manufacturers listed, or an unnamed manufacturer, that complies 

with requirements.  Comply with provisions in "Product Substitutions" Article to obtain 

approval for use of an unnamed product. 

7. Product Options:  Where Specifications indicate that sizes, profiles, and dimensional 

requirements on Drawings are based on a specific product or system, provide the 

specified product or system.  Comply with provisions in Part 2 "Product Substitutions" 

Article for consideration of an unnamed product or system. 

8. Basis-of-Design Products:  Where Specifications name a product and include a list of 

manufacturers, provide the specified product or a comparable product by one of the other 

named manufacturers.  Drawings and Specifications indicate sizes, profiles, dimensions, 

and other characteristics that are based on the product named.  Comply with provisions in 

"Product Substitutions" Article to obtain approval for use of an unnamed product. 

9. Visual Matching Specification:  Where Specifications require matching an established 

Sample, select a product that complies with requirements and matches Architect's sample.  

Architect's decision will be final on whether a proposed product matches. 

a. If no product available within specified category matches and complies with other 

specified requirements, comply with provisions in Part 2 "Product Substitutions" 

Article for proposal of product. 

10. Visual Selection Specification:  Where Specifications include the phrase "as selected 

from manufacturer's colors, patterns, textures" or a similar phrase, select a product that 

complies with other specified requirements. 
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a. Standard Range:  Where Specifications include the phrase "standard range of 

colors, patterns, textures" or similar phrase, Architect will select color, pattern, 

density, or texture from manufacturer's product line that does not include premium 

items. 

b. Full Range:  Where Specifications include the phrase "full range of colors, 

patterns, textures" or similar phrase, Architect will select color, pattern, density, or 

texture from manufacturer's product line that includes both standard and premium 

items. 

2.2 PRODUCT SUBSTITUTIONS 

A. Timing:  Architect will consider requests for substitution if received within 60 days after 

commencement of the Work. Requests received after that time may be considered or rejected at 

discretion of Architect. 

B. Conditions:  Architect will consider Contractor's request for substitution when the following 

conditions are satisfied.  If the following conditions are not satisfied, Architect will return 

requests without action, except to record noncompliance with these requirements: 

1. Requested substitution offers Owner a substantial advantage in cost, time, energy 

conservation, or other considerations, after deducting additional responsibilities Owner 

must assume.  Owner's additional responsibilities may include compensation to Architect 

for redesign and evaluation services, increased cost of other construction by Owner, and 

similar considerations. 

2. Requested substitution does not require extensive revisions to the Contract Documents. 

3. Requested substitution is consistent with the Contract Documents and will produce 

indicated results. 

4. Substitution request is fully documented and properly submitted. 

5. Requested substitution will not adversely affect Contractor's Construction Schedule. 

6. Requested substitution has received necessary approvals of authorities having 

jurisdiction. 

7. Requested substitution is compatible with other portions of the Work. 

8. Requested substitution has been coordinated with other portions of the Work. 

9. Requested substitution provides specified warranty. 

10. If requested substitution involves more than one contractor, requested substitution has 

been coordinated with other portions of the Work, is uniform and consistent, is 

compatible with other products, and is acceptable to all contractors involved. 

PART 3 - EXECUTION (Not Used) 
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SUBSTITUTION REQUEST FORM 

 

 

Project:                                                                               Substitution Request Number:                                         . 

To:                                                                                      From:                                                                                . 

Re:                                                                                      Date:                                                                                 . 

 

 

Specification Title:                                           Description:                                                                              .   

Section:                                 Page:                 Article/Paragraph:                                                                                   . 

 

 

Proposed Substitution:                                                                                                                                                    .              

Manufacturer:                                                           Address:                                            Phone:                                 .             

Trade Name:                                                                                                             Model No.                                     .            

 

 

Attached data includes product description, specifications, drawings, and performance and test data adequate for 

evaluation of the request: applicable portions of the data are clearly identified. 

 

Attached data also includes a description of changes to the Contract Documents that the proposed substitutions will 

require for its proper installation. 

 

The Undersigned certifies: 

1. Has investigated proposed Product and determined that it meets or exceeds the quality level of the specified 

product. 

2. Will provide the same warranty for the Substitution as for the specified Product. 

3. Will provide no additional cost to the Owner. 

4. Will coordinate installation and make changes to other Work that may be required for the Work to be com-

plete with no additional cost to Owner. 

5. Waive claims for additional costs or time extension that may subsequently become apparent. 

6. Will reimburse Owner and Architect/Engineer for review or redesign services associated with substitution. 

 

Submitted By:                                                                                                                                                                .      

Signed By:                                                                                                                                                                     .     

Firm:                                                                                                                                                                              .   

Address:                                                                                                                                                                         .                                                               

Telephone:                                                                 Fax:                                                                                             . 

 

 

A/E’s REVIEW AND ACTION 

 

     Submission approved - Make submittals in accordance with Specification Section 01330. 

     Submission approved as noted - Make submittals in accordance with Specification Section 01330. 

     Submission rejected - Use specified materials. 

     Submission request received too late - Use specified materials. 

 

Signed by:                                                                                  Date:                                                        . 

 

Supporting Data Attached:         Drawings          Product Data          Samples          Tests          Reports 

       Other                                                                                                          . 

END OF SECTION 016000 
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SECTION 017300 

EXECUTION 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and Supplementary 

Conditions and other Division 01 Specification Sections, apply to this Section. 

1.2 SUMMARY 

A. Section includes general administrative and procedural requirements governing execution of the 

Work including, but not limited to, the following: 

1. Environmental Regulatory requirements. 

2. Construction layout. 

3. Field engineering and surveying. 

4. Installation of the Work. 

5. Cutting and patching. 

6. Coordination of Owner-installed products. 

7. Progress cleaning. 

8. Starting and adjusting. 

9. Protection of installed construction. 

10. Correction of the Work. 

B. Related Requirements: 

1. Section 011000 "Summary" for limits on use of Project site. 

2. Section 013300 "Submittal Procedures" for submitting surveys. 

1.3 DEFINITIONS 

A. Cutting:  Removal of in-place construction necessary to permit installation or performance of 

other work. 

B. Patching:  Fitting and repair work required to restore construction to original conditions after 

installation of other work. 

1.4 QUALITY ASSURANCE 

A. Cutting and Patching:  Comply with requirements for and limitations on cutting and patching of 

construction elements. 

1. Structural Elements:  Do not cut and patch any structural elements. 
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2. Operational Elements:  Do not cut and patch operating elements and related components 

in a manner that results in reducing their capacity to perform as intended or that results in 

increased maintenance or decreased operational life or safety.  Operational elements 

include the following: 

a. Primary operational systems and equipment. 

b. Fire separation assemblies. 

c. Air or smoke barriers. 

d. Fire-suppression systems. 

e. Mechanical systems piping and ducts. 

f. Control systems. 

g. Communication systems. 

h. Fire-detection and -alarm systems. 

i. Electrical wiring systems. 

Operating systems of special construction. 

3. Other Construction Elements:  Do not cut and patch other construction elements or 

components in a manner that could change their load-carrying capacity, that results in 

reducing their capacity to perform as intended, or that results in increased maintenance or 

decreased operational life or safety. Other construction elements include but are not 

limited to the following: 

a. Water, moisture, or vapor barriers. 

b. Membranes and flashings. 

c. Sprayed fire-resistive material. 

d. Equipment supports. 

e. Piping, ductwork, vessels, and equipment. 

f. Noise- and vibration-control elements and systems. 

4. Visual Elements:  Do not cut and patch construction in a manner that results in visual 

evidence of cutting and patching.  Do not cut and patch exposed construction in a manner 

that would, in Architect's opinion, reduce the building's aesthetic qualities.  Remove and 

replace construction that has been cut and patched in a visually unsatisfactory manner. 

B. Manufacturer's Installation Instructions:  Obtain and maintain on-site manufacturer's written 

recommendations and instructions for installation of products and equipment. 

PART 2 - PRODUCTS 

2.1 MATERIALS 

A. General:  Comply with requirements specified in other Sections. 

B. In-Place Materials:  Use materials for patching identical to in-place materials.  For exposed 

surfaces, use materials that visually match in-place adjacent surfaces to the fullest extent 

possible. 
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1. If identical materials are unavailable or cannot be used, use materials that, when installed, 

will provide a match acceptable to Architect for the visual and functional performance of 

in-place materials. 

PART 3 - EXECUTION 

3.1 EXAMINATION 

A. Examination and Acceptance of Conditions:  Before proceeding with each component of the 

Work, examine substrates, areas, and conditions, with Installer or Applicator present where 

indicated, for compliance with requirements for installation tolerances and other conditions 

affecting performance.  Record observations. 

1. Examine roughing-in for mechanical and electrical systems to verify actual locations of 

connections before equipment and fixture installation. 

2. Examine walls, floors, and roofs for suitable conditions where products and systems are 

to be installed. 

3. Verify compatibility with and suitability of substrates, including compatibility with 

existing finishes or primers. 

B. Written Report:  Where a written report listing conditions detrimental to performance of the 

Work is required by other Sections, include the following: 

1. Description of the Work. 

2. List of detrimental conditions, including substrates. 

3. List of unacceptable installation tolerances. 

4. Recommended corrections. 

C. Proceed with installation only after unsatisfactory conditions have been corrected.  Proceeding 

with the Work indicates acceptance of surfaces and conditions. 

3.2 PREPARATION 

A. Field Measurements:  Take field measurements as required to fit the Work properly.  Recheck 

measurements before installing each product.  Where portions of the Work are indicated to fit to 

other construction, verify dimensions of other construction by field measurements before 

fabrication.  Coordinate fabrication schedule with construction progress to avoid delaying the 

Work. 

B. Space Requirements:  Verify space requirements and dimensions of items shown 

diagrammatically on Drawings. 

C. Review of Contract Documents and Field Conditions:  Immediately on discovery of the need for 

clarification of the Contract Documents caused by differing field conditions outside the control 

of Contractor, submit a request for information to the Architect. 
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3.3 CONSTRUCTION LAYOUT 

A. Verification:  Before proceeding to lay out the Work, verify layout information shown on 

Drawings.  If discrepancies are discovered, notify Architect promptly. 

3.4 INSTALLATION 

A. General:  Locate the Work and components of the Work accurately, in correct alignment and 

elevation, as indicated. 

1. Make vertical work plumb and make horizontal work level. 

2. Where space is limited, install components to maximize space available for maintenance 

and ease of removal for replacement. 

3. Conceal pipes, ducts, and wiring in finished areas unless otherwise indicated. 

4. Maintain minimum headroom clearance of 96 inches in occupied spaces. 

B. Comply with manufacturer's written instructions and recommendations for installing products in 

applications indicated. 

C. Install products at the time and under conditions that will ensure the best possible results.  

Maintain conditions required for product performance until Substantial Completion. 

D. Conduct construction operations so no part of the Work is subjected to damaging operations or 

loading in excess of that expected during normal conditions of occupancy. 

E. Sequence the Work and allow adequate clearances to accommodate movement of construction 

items on site and placement in permanent locations. 

F. Tools and Equipment:  Do not use tools or equipment that produce harmful noise levels. 

G. Templates:  Obtain and distribute to the parties involved templates for work specified to be 

factory prepared and field installed.  Check Shop Drawings of other work to confirm that 

adequate provisions are made for locating and installing products to comply with indicated 

requirements. 

H. Attachment:  Provide blocking and attachment plates and anchors and fasteners of adequate size 

and number to securely anchor each component in place, accurately located and aligned with 

other portions of the Work.  Where size and type of attachments are not indicated, verify size 

and type required for load conditions. 

1. Mounting Heights:  Where mounting heights are not indicated, mount components at 

heights directed by Architect. 

2. Allow for building movement, including thermal expansion and contraction. 

3. Coordinate installation of anchorages.  Furnish setting drawings, templates, and 

directions for installing anchorages, including sleeves, concrete inserts, anchor bolts, and 

items with integral anchors, that are to be embedded in concrete or masonry.  Deliver 

such items to Project site in time for installation. 

I. Joints:  Make joints of uniform width.  Where joint locations in exposed work are not indicated, 

arrange joints for the best visual effect.  Fit exposed connections together to form hairline joints. 
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J. Hazardous Materials:  Use products, cleaners, and installation materials that are not considered 

hazardous. 

3.5 CUTTING AND PATCHING 

A. Cutting and Patching, General:  Employ skilled workers to perform cutting and patching.  

Proceed with cutting and patching at the earliest feasible time, and complete without delay. 

1. Cut in-place construction to provide for installation of other components or performance 

of other construction, and subsequently patch as required to restore surfaces to their 

original condition. 

B. Existing Warranties:  Remove, replace, patch, and repair materials and surfaces cut or damaged 

during installation or cutting and patching operations, by methods and with materials so as not 

to void existing warranties. 

C. Temporary Support:  Provide temporary support of work to be cut. 

D. Protection:  Protect in-place construction during cutting and patching to prevent damage.  

Provide protection from adverse weather conditions for portions of Project that might be 

exposed during cutting and patching operations. 

E. Adjacent Occupied Areas:  Where interference with use of adjoining areas or interruption of 

free passage to adjoining areas is unavoidable, coordinate cutting and patching according to 

requirements in Section 011000 "Summary." 

F. Existing Utility Services and Mechanical/Electrical Systems:  Where existing services/systems 

are required to be removed, relocated, or abandoned, bypass such services/systems before 

cutting to prevent interruption to occupied areas. 

G. Cutting:  Cut in-place construction by sawing, drilling, breaking, chipping, grinding, and similar 

operations, including excavation, using methods least likely to damage elements retained or 

adjoining construction.  If possible, review proposed procedures with original Installer; comply 

with original Installer's written recommendations. 

1. In general, use hand or small power tools designed for sawing and grinding, not 

hammering and chopping.  Cut holes and slots neatly to minimum size required, and with 

minimum disturbance of adjacent surfaces.  Temporarily cover openings when not in use. 

2. Finished Surfaces:  Cut or drill from the exposed or finished side into concealed surfaces. 

3. Mechanical and Electrical Services:  Cut off pipe or conduit in walls or partitions to be 

removed.  Cap, valve, or plug and seal remaining portion of pipe or conduit to prevent 

entrance of moisture or other foreign matter after cutting. 

4. Proceed with patching after construction operations requiring cutting are complete. 

H. Patching:  Patch construction by filling, repairing, refinishing, closing up, and similar operations 

following performance of other work.  Patch with durable seams that are as invisible as 

practicable.  Provide materials and comply with installation requirements specified in other 

Sections, where applicable. 
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1. Inspection:  Where feasible, test and inspect patched areas after completion to 

demonstrate physical integrity of installation. 

2. Exposed Finishes:  Restore exposed finishes of patched areas and extend finish 

restoration into retained adjoining construction in a manner that will minimize evidence 

of patching and refinishing. 

a. Clean piping, conduit, and similar features before applying paint or other finishing 

materials. 

b. Restore damaged pipe covering to its original condition. 

3. Ceilings:  Patch, repair, or rehang in-place ceilings as necessary to provide an even-plane 

surface of uniform appearance. 

I. Cleaning:  Clean areas and spaces where cutting and patching are performed.  Remove paint, 

mortar, oils, putty, and similar materials from adjacent finished surfaces. 

3.6 PROGRESS CLEANING 

A. General:  Clean Project site and work areas daily, including common areas.  Enforce 

requirements strictly.  Dispose of materials lawfully. 

1. Comply with requirements in NFPA 241 for removal of combustible waste materials and 

debris. 

2. Do not hold waste materials more than seven days during normal weather or three days if 

the temperature is expected to rise above 80 deg F. 

3. Containerize hazardous and unsanitary waste materials separately from other waste.  

Mark containers appropriately and dispose of legally, according to regulations. 

a. Use containers intended for holding waste materials of type to be stored. 

4. Coordinate progress cleaning for joint-use areas where Contractor and other contractors 

are working concurrently. 

B. Site:  Maintain Project site free of waste materials and debris. 

C. Work Areas:  Clean areas where work is in progress to the level of cleanliness necessary for 

proper execution of the Work. 

1. Remove liquid spills promptly. 

2. Where dust would impair proper execution of the Work, broom-clean or vacuum the 

entire work area, as appropriate. 

D. Installed Work:  Keep installed work clean.  Clean installed surfaces according to written 

instructions of manufacturer or fabricator of product installed, using only cleaning materials 

specifically recommended.  If specific cleaning materials are not recommended, use cleaning 

materials that are not hazardous to health or property and that will not damage exposed surfaces. 

E. Concealed Spaces:  Remove debris from concealed spaces before enclosing the space. 
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F. Exposed Surfaces in Finished Areas:  Clean exposed surfaces and protect as necessary to ensure 

freedom from damage and deterioration at time of Substantial Completion. 

G. Waste Disposal:  Do not bury or burn waste materials on-site.  Do not wash waste materials 

down sewers or into waterways. 

H. During handling and installation, clean and protect construction in progress and adjoining 

materials already in place.  Apply protective covering where required to ensure protection from 

damage or deterioration at Substantial Completion. 

I. Clean and provide maintenance on completed construction as frequently as necessary through 

the remainder of the construction period.  Adjust and lubricate operable components to ensure 

operability without damaging effects. 

J. Limiting Exposures:  Supervise construction operations to assure that no part of the 

construction, completed or in progress, is subject to harmful, dangerous, damaging, or otherwise 

deleterious exposure during the construction period. 

3.7 PROTECTION OF INSTALLED CONSTRUCTION 

A. Provide final protection and maintain conditions that ensure installed Work is without damage 

or deterioration at time of Substantial Completion. 

B. Comply with manufacturer's written instructions for temperature and relative humidity. 

END OF SECTION 017300 
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SECTION 017700 

CLOSEOUT PROCEDURES 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and Supplementary 

Conditions and other Division 01 Specification Sections, apply to this Section. 

1.2 SUMMARY 

A. Section includes administrative and procedural requirements for contract closeout, including, 

but not limited to, the following: 

1. Substantial Completion procedures. 

2. Final completion procedures. 

3. Warranties. 

4. Final cleaning. 

5. Repair of the Work. 

1.3 ACTION SUBMITTALS 

A. Product Data:  For cleaning agents. 

B. Contractor's List of Incomplete Items:  Initial submittal at Substantial Completion. 

C. Certified List of Incomplete Items:  Final submittal at Final Completion. 

1.4 CLOSEOUT SUBMITTALS 

A. Certificate of Insurance:  For continuing coverage. 

1.5 MAINTENANCE MATERIAL SUBMITTALS 

A. Schedule of Maintenance Material Items:  For maintenance material submittal items specified in 

other Sections. 

1.6 SUBSTANTIAL COMPLETION PROCEDURES 

A. Contractor's List of Incomplete Items:  Prepare and submit a list of items to be completed and 

corrected (Contractor's punch list), indicating the value of each item on the list and reasons why 

the Work is incomplete. 
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B. Submittals Prior to Substantial Completion:  Complete the following a minimum of 5 days prior 

to requesting inspection for determining date of Substantial Completion.  List items below that 

are incomplete at time of request. 

1. Submit closeout submittals specified in other Division 01 Sections, including project 

record documents, operation and maintenance manuals, final completion construction 

photographic documentation, damage or settlement surveys, property surveys, and similar 

final record information. 

2. Submit closeout submittals specified in individual Sections, including specific warranties, 

workmanship bonds, maintenance service agreements, final certifications, and similar 

documents. 

3. Submit maintenance material submittals specified in individual Sections, including tools, 

spare parts, extra materials, and similar items, and deliver to location designated by 

Owner.  Label with manufacturer's name and model number where applicable. 

a. Schedule of Maintenance Material Items:  Prepare and submit schedule of 

maintenance material submittal items, including name and quantity of each item 

and name and number of related Specification Section. 

4. Submit test/adjust/balance records. 

5. Submit changeover information related to Owner's occupancy, use, operation, and 

maintenance. 

C. Procedures Prior to Substantial Completion:  Complete the following a minimum of  5 days 

prior to requesting inspection for determining date of Substantial Completion.  List items below 

that are incomplete at time of request. 

1. Complete startup and testing of systems and equipment. 

2. Perform preventive maintenance on equipment used prior to Substantial Completion. 

3. Instruct Owner's personnel in operation, adjustment, and maintenance of products, 

equipment, and systems. 

4. Participate with Owner in conducting inspection and walkthrough. 

5. Terminate and remove temporary facilities from Project site, along with mockups, 

construction tools, and similar elements. 

6. Complete final cleaning requirements, including touchup painting. 

7. Touch up and otherwise repair and restore marred exposed finishes to eliminate visual 

defects. 

D. Inspection:  Submit a written request for inspection to determine Substantial Completion a 

minimum of  5 days prior to date the work will be completed and ready for final inspection and 

tests.  On receipt of request, Architect will either proceed with inspection or notify Contractor 

of unfulfilled requirements.  Architect will prepare the Certificate of Substantial Completion 

after inspection or will notify Contractor of items, either on Contractor's list or additional items 

identified by Architect, that must be completed or corrected before certificate will be issued. 

1. Reinspection:  Request reinspection when the Work identified in previous inspections as 

incomplete is completed or corrected. 

2. Results of completed inspection will form the basis of requirements for final completion. 



Bolduc Correctional Center Issued For Bid/Construction 

Hot Water Loop Replacement April 10, 2014 

Warren, Maine                           

13103                                          CLOSEOUT PROCEDURES 017700 - 3 

1.7 FINAL COMPLETION PROCEDURES 

A. Submittals Prior to Final Completion:  Before requesting final inspection for determining final 

completion, complete the following: 

1. Submit a final Application for Payment according to Section 007213 "General 

Conditions." 

2. Certified List of Incomplete Items:  Submit certified copy of Architect's Substantial 

Completion inspection list of items to be completed or corrected (punch list), endorsed 

and dated by Architect.  Certified copy of the list shall state that each item has been 

completed or otherwise resolved for acceptance. 

3. Certificate of Insurance:  Submit evidence of final, continuing insurance coverage 

complying with insurance requirements. 

4. Submit pest-control final inspection report. 

B. Inspection:  Submit a written request for final inspection to determine acceptance a minimum of 

5 days prior to date the work will be completed and ready for final inspection and tests.  On 

receipt of request, Architect will either proceed with inspection or notify Contractor of 

unfulfilled requirements.  Architect will prepare a final Certificate for Payment after inspection 

or will notify Contractor of construction that must be completed or corrected before certificate 

will be issued. 

1. Re-inspection:  Request re-inspection when the Work identified in previous inspections 

as incomplete is completed or corrected. 

1.8 LIST OF INCOMPLETE ITEMS (PUNCH LIST) 

A. Organization of List:  Include name and identification of each space and area affected by 

construction operations for incomplete items and items needing correction including, if 

necessary, areas disturbed by Contractor that are outside the limits of construction. 

1. Organize list of spaces in sequential order, starting with exterior areas first and 

proceeding from lowest floor to highest floor. 

2. Organize items applying to each space by major element, including categories for ceiling, 

individual walls, floors, equipment, and building systems. 

3. Include the following information at the top of each page: 

a. Project name. 

b. Date. 

c. Name of Architect. 

d. Name of Contractor. 

e. Page number. 

4. Submit list of incomplete items in the following format: 

a. PDF electronic file.  Architect will return annotated file. 

1.9 PROJECT RECORD DOCUMENTS 
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A. General:  Do not use Project Record Documents for construction purposes.  Protect Project 

Record Documents from deterioration and loss.  Provide access to Project Record Documents 

for Architect's reference during normal working hours. 

B. Record Drawings:  Maintain and submit one set of black-line xerographic white prints of 

Contract Drawings and Shop Drawings. 

1. Mark Record Prints to show the actual installation where installation varies from that 

shown originally.  Require individual or entity who obtained record data, whether 

individual or entity is Installer, subcontractor, or similar entity, to prepare the marked-up 

Record Prints. 

a. Give particular attention to information on concealed elements that cannot be 

readily identified and recorded later. 

b. Accurately record information in an understandable drawing technique. 

c. Record data as soon as possible after obtaining it.  Record and check the markup 

before enclosing concealed installations. 

d. Mark Contract Drawings or Shop Drawings, whichever is most capable of showing 

actual physical conditions, completely and accurately.  Where Shop Drawings are 

marked, show cross-reference on Contract Drawings. 

2. Mark record sets with erasable, red-colored pencil.  Use other colors to distinguish 

between changes for different categories of the Work at the same location. 

3. Mark important additional information that was either shown schematically or omitted 

from original Drawings. 

4. Note Information Bulleting numbers, Construction Change Directive numbers, Change 

Order numbers, alternate numbers, and similar identification where applicable. 

5. Identify and date each Record Drawing; include the designation "PROJECT RECORD 

DRAWING" in a prominent location.   

6. Scan drawings to create Adobe Acrobat PDF files for each sheet with file names 

matching drawing titles and submit 3 labeled copies in CD or DVD format. 

7. Reproduce and submit one full size bound set and one half-size bound set of Record 

Drawings.  Organize marked "originals" into manageable sets and submit with sheets not 

bound, ready for filing. 

 

C. Record Specifications:  Submit one copy of Project's Specifications, including addenda and 

contract modifications.  Mark copy to indicate the actual product installation where installation 

varies from that indicated in Specifications, addenda, and contract modifications. 

1. Give particular attention to information on concealed products and installations that 

cannot be readily identified and recorded later. 

2. Mark copy with the proprietary name and model number of products, materials, and 

equipment furnished, including substitutions and product options selected. 

3. Note related Information Bulletins, Change Orders, Record Drawings, and Product Data, 

where applicable. 

D. Record Product Data:  Submit one copy of each Product Data submittal.  Mark one set to 

indicate the actual product installation where installation varies substantially from that indicated 

in Product Data. 

1. Give particular attention to information on concealed products and installations that 

cannot be readily identified and recorded later. 

2. Include significant changes in the product delivered to Project site and changes in 

manufacturer's written instructions for installation. 

3. Note related Change Orders, Record Drawings, where applicable. 
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E. Miscellaneous Record Submittals:  Assemble miscellaneous records required by other 

Specification Sections for miscellaneous record keeping and submittal in connection with actual 

performance of the Work.  Bind or file miscellaneous records and identify each, ready for 

continued use and reference. 

1.10 OPERATION AND MAINTENANCE MANUALS 

A. Assemble one complete set of operation and maintenance data indicating the operation and 

maintenance of each system, subsystem, and piece of equipment not part of a system.  Include 

operation and maintenance data required in individual Specification Sections and as follows: 

1. Operation Data: 

a. Product name, model number, and serial number. 

b. Manufacturer’s name. 

c. Emergency instructions and procedures. 

d. System, subsystem, and equipment descriptions, including operating standards. 

e. Operating procedures, including startup, shutdown, seasonal, and weekend 

operations. 

f. Description of controls and sequence of operations. 

g. Piping diagrams. 

h. Wiring diagrams. 

i. Precautions regarding improper use. 

j. License requirements including inspection and renewal dates. 

2. Maintenance Data: 

a. Manufacturer's information, including service information, diagrams, schematics,  

list of parts, recommended spare parts. 

b. Name, address, and telephone number of Installer or supplier. 

c. Maintenance procedures. 

d. Maintenance and service schedules for preventive and routine maintenance. 

e. Maintenance record forms. 

f. Sources of spare parts and maintenance materials. 

g. Copies of maintenance service agreements. 

h. Copies of warranties and bonds. 

B. Organize operation and maintenance manuals into suitable sets of manageable size.  Bind and 

index data in heavy-duty, 3-ring, vinyl-covered, loose-leaf binders, in thickness necessary to 

accommodate contents, with pocket inside the covers to receive folded oversized sheets.  

Identify each binder on front and spine with the printed title "OPERATION AND 

MAINTENANCE MANUAL," Project name, and subject matter of contents. 

C. Scan operation and maintenance manuals to create Adobe Acrobat PDF files for each page with 

file names matching document titles and submit 3 labeled copies in CD or DVD format. 

1.11 SUBMITTAL OF PROJECT WARRANTIES 

A. Time of Submittal:  Submit written warranties on request of Architect for designated portions of 

the Work where commencement of warranties other than date of Substantial Completion is 

indicated, or when delay in submittal of warranties might limit Owner's rights under warranty. 
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B. Partial Occupancy:  Submit properly executed warranties within 15 days of completion of 

designated portions of the Work that are completed and occupied or used by Owner during 

construction period by separate agreement with Contractor. 

C. Organize warranty documents into an orderly sequence based on the table of contents of Project 

Manual. 

1. Bind warranties and bonds in heavy-duty, three-ring, vinyl-covered, loose-leaf binders, 

thickness as necessary to accommodate contents, and sized to receive 8-1/2-by-11-inch 

paper. 

2. Provide heavy paper dividers with plastic-covered tabs for each separate warranty.  Mark 

tab to identify the product or installation.  Provide a typed description of the product or 

installation, including the name of the product and the name, address, and telephone 

number of Installer. 

3. Identify each binder on the front and spine with the typed or printed title 

"WARRANTIES," Project name, and name of Contractor. 

4. Warranty Electronic File:  Scan warranties and bonds and assemble complete warranty 

and bond submittal package into a single indexed electronic PDF file with links enabling 

navigation to each item.  Provide bookmarked table of contents at beginning of 

document. 

D. Provide additional copies of each warranty to include in operation and maintenance manuals. 

PART 2 - PRODUCTS 

2.1 MATERIALS 

A. Cleaning Agents:  Use cleaning materials and agents recommended by manufacturer or 

fabricator of the surface to be cleaned.  Do not use cleaning agents that are potentially 

hazardous to health or property or that might damage finished surfaces. 

1. Use cleaning products that comply with Green Seal's GS-37, or if GS-37 is not 

applicable, use products that comply with the California Code of Regulations maximum 

allowable VOC levels.  

PART 3 - EXECUTION 

3.1 DEMONSTRATION AND TRAINING 

A. Instruction:  Instruct Owner's personnel to adjust, operate, and maintain systems, subsystems, 

and equipment not part of a system. 

1. Provide instructors experienced in operation and maintenance procedures. 

2. Provide instruction at mutually agreed-on times.  For equipment that requires seasonal 

operation, provide similar instruction at the start of each season. 

3. Schedule training with Owner, through Architect, with at least seven days' advance 

notice. 
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4. Coordinate instructors, including providing notification of dates, times, length of 

instruction, and course content. 

5. Video record training sessions digitally and submit recordings for future use by Owner.  

Submit 3 labeled DVD format recordings of sessions. 

B. Program Structure:  Develop an instruction program that includes individual training modules 

for each system and equipment not part of a system, as required by individual Specification 

Sections.  For each training module, develop a learning objective and teaching outline.  Include 

instruction for the following: 

1. System design and operational philosophy. 

2. Review of documentation. 

3. Operations. 

4. Adjustments. 

5. Troubleshooting. 

6. Maintenance. 

7. Repair. 

3.2 FINAL CLEANING 

A. General:  Perform final cleaning.  Conduct cleaning and waste-removal operations to comply 

with local laws and ordinances and Federal and local environmental and antipollution 

regulations. 

B. Cleaning:  Employ experienced workers or professional cleaners for final cleaning.  Clean each 

surface or unit to condition expected in an average commercial building cleaning and 

maintenance program.  Comply with manufacturer's written instructions. 

1. Complete the following cleaning operations before requesting inspection for certification 

of Substantial Completion for entire Project or for a designated portion of Project: 

a. Clean Project site, yard, and grounds, in areas disturbed by construction activities, 

including landscape development areas, of rubbish, waste material, litter, and other 

foreign substances. 

b. Sweep paved areas broom clean.  Remove petrochemical spills, stains, and other 

foreign deposits. 

c. Rake grounds that are neither planted nor paved to a smooth, even-textured 

surface. 

d. Remove tools, construction equipment, machinery, and surplus material from 

Project site. 

e. Remove snow and ice to provide safe access to building. 

f. Clean exposed hard-surfaced finishes to a dirt-free condition, free of stains, films, 

and similar foreign substances.  Restore reflective surfaces to their original 

condition. 

g. Remove debris and surface dust from limited access spaces, including roofs, 

plenums, shafts, trenches, equipment vaults, manholes, attics, and similar spaces. 

h. Sweep concrete floors broom clean in unoccupied spaces. 

i. Vacuum carpet and similar soft surfaces, removing debris and excess nap; clean 

according to manufacturer's recommendations if visible soil or stains remain. 
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j. Clean transparent materials, including mirrors and glass in doors and windows.  

Remove glazing compounds and other noticeable, vision-obscuring materials.  

Polish mirrors and glass, taking care not to scratch surfaces. 

k. Remove labels that are not permanent. 

l. Wipe surfaces of mechanical and electrical equipment and similar equipment.  

Remove excess lubrication, paint and mortar droppings, and other foreign 

substances. 

m. Clean plumbing fixtures to a sanitary condition, free of stains, including stains 

resulting from water exposure. 

n. Replace disposable air filters and clean permanent air filters.  Clean exposed 

surfaces of diffusers, registers, and grills. 

o. Clean ducts, blowers, and coils if units were operated without filters during 

construction or that display contamination with particulate matter on inspection. 

1) Clean HVAC system in compliance with NADCA Standard 1992-01.  

Provide written report on completion of cleaning. 

p. Clean light fixtures, lamps, globes, and reflectors to function with full efficiency. 

q. Leave Project clean and ready for occupancy. 

3.3 REPAIR OF THE WORK 

A. Complete repair and restoration operations before requesting inspection for determination of 

Substantial Completion. 

B. Repair or remove and replace defective construction.  Repairing includes replacing defective 

parts, refinishing damaged surfaces, touching up with matching materials, and properly 

adjusting operating equipment.  Where damaged or worn items cannot be repaired or restored, 

provide replacements.  Remove and replace operating components that cannot be repaired. 

Restore damaged construction and permanent facilities used during construction to specified 

condition. 

1. Remove and replace chipped, scratched, and broken glass, reflective surfaces, and other 

damaged transparent materials. 

2. Touch up and otherwise repair and restore marred or exposed finishes and surfaces.  

Replace finishes and surfaces that that already show evidence of repair or restoration. 

a. Do not paint over "UL" and other required labels and identification, including 

mechanical and electrical nameplates.  Remove paint applied to required labels and 

identification. 

3. Replace parts subject to operating conditions during construction that may impede 

operation or reduce longevity. 

4. Replace burned-out bulbs, bulbs noticeably dimmed by hours of use, and defective and 

noisy starters in fluorescent and mercury vapor fixtures to comply with requirements for 

new fixtures. 

END OF SECTION 017700 




