

APPENDIX P

“PROJECT NAME”
PROCEDURES (>$1,000,000) AND TENTATIVE SCHEDULE
ITEM NO./DESCRIPTION
DATE

1. Enter proposed project in 5-Year Capital Plan, prepare Capital 
N/A

Request Forms.

2. Prior to or upon approval of Project/Funding, enter anticipated
1/01 

project on Capital Project Report.

3. Seek approval of the Board of Regents (BOR) to proceed with
6/01

planning and to seek architectural assistance.  Enter on 

Capital Improvement Business Transactions (CIBT) Register.

4. Architect Selection Committee meets to discuss scope of 
7/01

project and desired services of an architectural firm.
5. Select architectural firm.

a. Advertise need for desired services and request proposals
8/01 

from several firms.

b. Notify Iowa American Institute of Architects (AIA) by letter,
8/01

of intent to secure architectural services with copy to the BOR.
      c.
Receive proposals at Facilities Planning, Gilchrist 103.
10/01


d.
Individual committee members review proposals and rank
10/01

firms (See typical ranking instructions).

e. Notify the BOR when firms/proposals will be evaluated and 
10/01

firms to be interviewed will be selected.

f. Committee meets to select firms to be interviewed.  A BOR
10/01

representative may attend. 

g. Schedule firms for interviews and advise BOR of meeting(s).
11/01

Interview firm(s) and select a firm to provide services.

A BOR representative may attend.

h. Prepare preliminary Architect/Owner Agreement, negotiate fee, 
12/01

and make recommendations of selection to UNI Vice President for Administration & Finance (V.P.).

i. Seek BOR approval of recommendation and enter on CIBT

12/01   

 
Register.
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6. Owner executes Architect/Owner Agreement and process
12/01

amendments to agreement as necessary.

7. Architect and Owner visit and become familiar with similar 
1/02

buildings/projects.

8. Owner and/or Architect prepare Project Program Document
2/02 

setting forth goals and space requirements.

9.  Owner and/or Architect prepares Program Statement (~ for Docket),
2/02

     seek BOR approval, and enter on CIBT Register.

10.
Prepare Project Budget and Description (~ for Docket) seek
3/02

BOR approval and enter on CIBT Register. 

11.
Architect prepares schematic design document and model or 
5/02

     rendering as applicable, and Owner reviews & comments.

12.
Architect and Owner present schematic design to BOR
5/02

     (~ for Docket) for approval and ask permission to forego BOR

     review and approval of Design Development Documents.

13.
Architect completes Design Development Documents, and 
8/02

     owner review and comments.

14.
Owner forwards Uniform Documents for Construction Contracts
12/02

     to Architect.

15.
Architect completes 95% Construction Documents, and
12/02 

     Owner review and comments.

16.
Architect completes Construction Documents (Bid Documents).
1/03

17.
Owner advertises project for receipt of construction bids, and 
1/03

     Architect issues bid documents to owner, plan rooms, bidders

     and other interested parties.

18.
Architect conducts Prebid Conference and issues addenda.
2/03

19.
Owner/Architect holds public hearing for receipt of objections 
3/03

     to Plans/Specs/Cost, at Board Rm. 207 or 209, Gilchrist Hall.
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20.
Owner receives bids at Gilchrist 224 until 2:00 p.m.
3/03

21.
Owner/Architect opens, reads tabulates and evaluates bids
3/03

     and resolves bid irregularities and unusual circumstances.


22.
Owner recommends construction contract award
3/03

to Vice President.


23.
Owner seeks BOR approval of award and enters on
3/03

CIBT Register.


24.
Owner issues Notice of Award to successful bidder/contractor
3/03 

     and executes construction contract.

25
Architect arrange preconstruction meeting
4/03

(See typical agenda.)





26.
Contractor commences construction and arranges construction
5/03

     meetings every 2 weeks throughout construction phase.





27.
Architect/Owner attends construction meetings, reviews shop 
5/03-5/04

     drawings/samples and processes change orders as required.


28.
Architect recommends Substantial Completion of Construction.
5/04

     Qwner commences move-in.

29.
Contractor completes construction (~ months), and
5/04

Architect/Owner accepts project.

30.
Owner completes move-in.
8/04

31. Owner closes Project and prepossess Final Report 
12/04

(after sales tax returns) and submits to BOR.

32.
Owner/Contractor/Architect Post-Occupancy and 
8/05

Warranty Review (11 months after Construction Contract Completion/Acceptance).

