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FACILITIES SERVICES
UNIVERSITY OF NORTHERN IOWA

STANDARD OPERATING PROCEDURES

FOR

Construction Projects Budgeted to Cost in Excess of $10,000

Introduction

These Standard Operating Procedures (SOPs) are for use with construction project budgets which are estimated to cost $10,000 or more, designed in-house or by a design professional and constructed by a contractor.

The Design person, with assistance as needed from the Associate Director, Facilities Operations and the Associate Director of Architectural and Engineering Services, prepares Project Budgets (Appendix A, sample) with project descriptions, and estimated expenditures as required when the projects are estimated to cost $25,000 or more.  Preliminary budgets are prepared by Facilities Services and submitted to the Vice President for Administration and Finance (VPAF).  Final budgets are prepared by the VPAF and approved by the VPAF and/or Board of Regents.  Project budgets of less than $250,000 (Appendix B) are approved by the VPAF (See the Board Procedural Guide, chapter 7 and 9), http://www.vpaf.uni.edu/fs
Project budgets between $250,000 and $999,999 are approved by the Board Office. (Appendix C)
Project budgets of $1,000,000 to $1,999,999 for new buildings are approved by the Board of Regents.  All other project budgets and revised budgets between $1,000,000 and $1,999,999 are approved by the Board Office. (Appendix C & D)
Project budgets of $2,000,000 or more are approved by the Board of Regents.

The SOPs have been prepared taking into account the University’s General Conditions forms and Owner/Design Professional Agreements, Board Procedural Guide, Iowa Code, Iowa Administrative Rules and industry standards, primarily for Facilities Services use.

Standard Operating Procedures

1. Project Set-up


A. Upon approval of project budgets, projects are assigned job order numbers for purposes of the computerized job cost accounting system by the Associate Director, Facilities Operations.  The number must be used on all purchase orders and contracts related to the project for cost accounting purposes. (Appendix E & F)

B. A Design Representative is assigned the project by the Associate Director of Architectural and Engineering Services.


C. A project folder is set-up in the computer system for electronic files for projects under $1,000,000 (Appendix G) by Diane.  Projects over $1,000,000 utilize Centric Project by Centric Project Administrator.
D.
The project is set-up in the Projects Database (Appendix H) by Diane.


E.
Design Professional may be employed if necessary via the Board of Regents Uniform Owner/Design Professional Agreement or via purchase order.  If the Design Professional fee is less than $10,000, a purchase order may be used.  If the project budget is greater than or equal to $1,000,000, an Architectural Selection process must be utilized.  Use memos in Appendixes I, J, and K.


i. For Design Professional services through Purchase Orders, the On-Call Agreements may be used for design fees up to $25,000.  The P.O. shall reference a scope of work, the On-Call Agreement, and the Design Professional’s proposal.  The scope of work shall include Project Description, Project Budget, Construction Budget, Service Phases included, Subconsultants, compensation, schedule, Project Drawing Numbers, single or multiple contracts and Owner Contract (Appendix L).
ii.
For all other Design Professional services utilize full Design Professional Agreements.  (Appendix M)
iii.
Amendments (Appendix N)
iv.
Associate Director of Facilities Operations to complete and distribute project information to all involved parties.  (Appendix O)

F.
On occasion, written permission without the job order number will be given to start in advance.



2. Project Schedule (Appendix P) – by Design Group

Review project description and budget.  Prepare project schedule and set tentative dates for advertisement and receipt of bids.  Allow sufficient time to prepare Drawings and Project Manual, obtain various approvals, award and execute contracts, and construct the project.
3.
Submit Program Statement information. (Prepared by Design Group and submitted to VPAF). (See Appendix Q)


4.
Schematic Design Phase (Design Rep/Design Professional).


A.
Prepare Schematic Design studies consisting of drawings and other documents with client input.  Discuss scope and timing of soil borings and survey with Design Professional.  Post all schematic documents on Centric Project.


B.
Print and route studies with transmittal (See Facilities Services website) requesting review, written comments and/or approval with a return date to:

O & M Representative 
Client (e.g. Residence Director)
Other as appropriate (e.g. Utilities Assistant Director)

Send notice to Design and Construction staff and the Associate Vice President for Facilities Management/University Architect.

Allow at least two weeks for review and comment.

C.
If project budget for major additions and remodels is $2,000,000 or more, the schematic design studies must be submitted by the VPAF to the BOR for approval.  (See Board Procedural Guide, Chapter 9).


D.
Notify Design Professional, if any, to proceed to Design Development Phase. (Send UNI comments for review & inclusion)


5.
Design Development Phase – (Design Rep./Design Professional)


A.
Design Professional shall provide responses to all comments made in SD phase and submit prior to DD submission.
B.
Prepare Design Development Documents consisting of Drawings and other documents including outline specifications with client input and post on Centric Project.


C.
An OCR shall be assigned to project by the Associate Director, Construction Administration.
D.
Print and route Documents with transmittal (See Facilities Services website) requesting review, written comments and/or approvals and a return date to:

O & M Representative 

ITS-Network Services 
Client
Others as appropriate
Send notice to Design & Construction staff and the Associate Vice President for Facilities Management/University Architect.

Allow at least two weeks for review and comment.


E.
Design Rep. to send Pre-Demolition Environmental Checklist (Appendix R) electronically to appropriate O & M personnel.  Determine if environmental consultant and abatement contractor are needed.
F.
Design Rep. to notify Design Professional, if any, to proceed to Construction Documents Phase and send UNI comments to review and include with next submission.
6.
Construction Documents Phase – (Design Rep/Design Professional)



A.
Design Professional shall provide responses to all comments made in DD phase.

B.
Prepare Drawings and Project Manual in detail taking into account all comments received.


C.
Coordinate room/area numbering.

D.
Print and route “Intermediate Construction Review.”  Drawings and Project Manual with transmittal (see FS website) requesting review, written comments, and/or approved and return date to:

O & M Representative 
Associate Vice President for Facilities Management/University Architect 
Client

ITS-Network Services
Others as appropriate
Send notice to Design & Construction staff.

E.
Utilize Plan Review Checklist in review of documents. (Appendix S)


F.
Review TSB guidelines.  (See UNI Policies and Procedures Manual for TSBs.) (Appendix T)

G.
Set final dates for advertisement, prebid conference, and receipt and opening of bids (letting).  Must be coordinated with Vice President Administration and Finance office. Post on website.


H.
Reserve room for prebid conference (if appropriate) and letting, and forward Notification of Letting to Facilities Services Associate Directors, Vice President Administration and Finance Office, and Design Professional.  Notification shall contain:

(
Project Name
(
Prebid date/time/location

(
Bid Opening date/time/location


I.
Associate Director, Construction Administration to issue Division 0 to Design Professional (Appendix U).


J.
Print and route 95% Construction Drawings with transmittal (See Facilities Services website) requesting review, written comments, and/or approval and return date to:

O & M Representative 
Client
ITS-Network Services
Others as appropriate
Send notice to Design & Construction staff and the Associate Vice President for Facilities Management/University Architect.

Allow at least two weeks for review and comment.


K.
Design Professional to obtain any necessary local or state approval of documents.


L.
Obtain approval of Drawings and Project Manual:


i. If project budget is $250,000 or more, Associate Vice President for Facilities Management/University Architect signs Approval of Final Drawings and Project Manual form (Appendix V) and forwards the form to VPAF for approval and signature.  VPAF forwards the form to Board Office for the Executive Director’s file.


M.
Notify Design Professional, if any, to proceed to Bidding Phase.
Incorporate comments into plans and specifications – respond to all comments.
N.
Print approved Drawings and Project Manual (bidding documents) for distribution and post on Centric.

O & M Representative


Associate Vice President for Facilities Management/University Architect


Client


ITS-Network Services


Others as appropriate


Send notice to Design & Construction staff and the Associate Vice President for Facilities Management/University Architect.
O.
Repeat Item J using Bid Set Documents.

7. Bidding Phase (Appendix W) 

A.
Design Professional to respond to comments and issue addenda as needed.
B. When construction/bidding documents are approved, Diane to forward purchase order for Advertisement of the project to newspaper(s).  Project budgets under $1,000,000 are advertised in the Waterloo Courier (Advertisement for Bids).  Project budgets over $1,000,000  are advertised in the Des Moines Register, (Notice to Contractors only) as well as the Waterloo Courier (Advertisement for Bids).  Must advertise project once with Ad a minimum of 10 days in advance of the receipt of bids.  Advertisements and Bid Dates should vary to suit project, the above is a minimum requirement.  Drawings and Project Manuals can be released for bidding purposes when the project is advertised.

C. Design Professional to send bidding documents (for project budgets over $100,000) to plan rooms including Targeted Small Business Associations as listed in the advertisement, and appropriate university personnel.  Use “Register of Bid Documents” as found in Uniform Documents which lists the usual holders and provides for other holders prospective (bidders) to be listed.


D. OCR to put bidding documents in the in-house plan room for prospective bidders and others to use.  Facilities Services is listed as a plan house in the Advertisement.


E. Design Professional to send copies of advertisement or letter to prospective bidders, (if appropriate) including TSB’s and sub and sub-subcontractors.  Use Register of Bid Documents to record names of firms receiving copies of the advertisement.


F. Design Professional to conduct prebid conference.  Utilize the Prebid Conference Agenda form (See Facilities Services website); meeting is open to bidders for questions.  Record attendance.  Design Professional to issue meeting minutes and post on Centric Project.

G. Design Professional to receive and consider requests for substitutions and interpret Drawings and Project Manual during bidding phase.  Respond to substitution requests and issue addenda are needed for clarification and if substitutions are approved.


H. Design Professional to make changes to construction/bidding documents by addendum.  Use the Addendum Form (as included in Division 0).  All addenda must be received a minimum of 48 hours before receipt of bids.  Receipt of addenda must be acknowledged on Form of Bid.


I. Design Professional to send Register of Bid Documents to Owner by bid date w/ updated estimate.


J. Associate Director, Facilities Operations to prepare Bid Tabulation form (Appendix X & Y) for distribution and use at bid opening.


K. Design Professional to call prospective bidders to verify three or more bidders depending on project size.  One bidder is considered an irregularity.


L. See Board Procedural Guide regarding receipt and opening of bids.  The procedures include usual time of receipt of bids and how the receipt and opening of bids should be handled.

i. VPAF or designee receives bids until 2:00 p.m. on day designated.  Time and date of receipts is stamped on documents received.

ii. VPAF or designee opens bids after 2:00 p.m. on day designated and reviews for bid security and Equal Employment Opportunity (EEO) and Targeted Small Business (TSB) form.  If bid security is not present, the bidder is disqualified.


iii. A Facilities Services representative or project Design Professional reads bid amounts and acknowledgment of addenda.

iv. Bid security, when submitted in the form of cash, certified check or cashier’s check is deposited with Facilities Services.  Such bid security is returned within 48 hours after opening of bids except the three lowest bidders.  Upon execution of a contract the remaining bid securities are returned.


M. Facilities Services completes bid tabulation and requests VPAF IT to post on Facilities Services website.


N. Evaluate Bids.  Facilities Services, Client and Design Professional, if any, will evaluate the base and alternate proposals and submittals if any, and determine the recommendation of award or rejection.  Design Professional is required to contact the low bidder and verify their bid.  Design Professional is required to write a letter of recommendation.


O. Award Contract or Reject Bids. (Associate Director, Facilities Operations to do)  Facilities Services will review bids for irregularities, required forms and bid amounts and will complete bid tabulation form.


i. If bids are favorable, Facilities Services prepares an Authorization of Award addressed to VPAF recommending award of contract for a signature of Associate Vice President for Facilities Management/University Architect.(Appendix Z)  Award letter will state there are no irregularities or there are irregularities for consideration (Appendix AA).  Award letter with Bid Tab and TSB forms from low bidder are forwarded by Associate Vice President for Facilities Management/University Architect to VPAF.

ii. If bids are not favorable, Facilities Services prepares an Authorization of Award addressed to VPAF recommending bids be rejected and alternative actions (i.e. redesign and request bids again) for signature of Associate Vice President for Facilities Management/University Architect.  Rejection letters with Bid Tab are forwarded by Associate Vice President for Facilities Management/University Architect to VPAF. (Appendix Z)


iii. VPAF approves award or rejection letter; if project budget is less than $1,000,000, VPAF returns letter to Associate Vice President for Facilities Management/University Architect.  If project budget is more than $1,000,000, VPAF faxes letter to Board office for the following alternative actions:


(1) Approve letter/recommendation and advise VPAF.
(2) Present to the Board for action.

(3) Other actions as determined appropriate.

Board will approve via fax or Board Minutes as appropriate.

P. Design Representative - Issue contract, budget, and schedule information to Associate Directors, Design and Construction Representatives, and Business Operations Manager. (Appendix BB)

Q. Design Representative to complete project turnover information package and discuss with Construction Representative.  Forward an electronic copy for use by the OCR. (Appendix CC)
R. Design Professional to provide two (2) copies of stamped/certified Construction Sets Documents to OCR.


8.
Construction Phase (See Facilities Services website for complete Construction Procedures)


A. Upon approval of award by the VPAF or Board Office, Associate Director, Facilities Operations sends Notice of Award, with Contract, performance bond and insurance requirements to Contractor by certified mail.  Contract time begins on the working day next following Contractor’s receipt of Notice of Award. (Appendix DD)

B. Contractor has ten (10) days to execute and return Contract, bond and insurance certificate to the Facilities Services Office Coordinator.  If the project budget is less than $250,000, Facilities Services signs the Contract.  If the project budget is between $250,000 and $999,999, the VPAF signs the Contract and returns to the Associate Vice President for Facilities Management/University Architect. If the project budget is $1,000,000 or more, the VPAF forwards to the Board for signature.


i. If the Contractor does not return the Contract within ten (10) days, the bid security becomes a measure of liquidated damages which the University will sustain by failure of bidders to deliver signed Contract.  University keeps bid security and offers award to next low responsible bidder.


C. Upon receipt of the Contract from the Board Office or V.P., the Associate Director, Facilities Operations forwards copies of executed Contracts, bond and insurance back to the project file and Contract to the Contractor.

D. On occasion, preparation for construction can start prior to receipt of fully executed Contract at the Contractor’s option.  Preparation of Contractor’s schedule, preconstruction meeting, etc. are part of the construction phase and can be initiated with little expense prior to a fully executed Contract.  Actual construction work should not begin until insurance certificates are on file.

E. The OCR to schedule and conduct preconstruction conference.  Use standard Preconstruction Conference Outline (See Facilities Services web site).  OCR to prepare and distribute minutes.


F. Obtain Construction Submittals, i.e. Subcontractors List, MSDS sheets, Submittal Schedule, Progress Schedule, Schedule of Values, Shop Drawings, Submittal schedule Product Data, samples, manufacturer’s instructions, and permits.


G. Refer Contractors to Safety Department for list of Hazardous Chemicals on site.


H. Process Change Orders (See Facilities Services web site).
i. See Board of Regents Uniform Documents for Construction Contracts and Owner/Design Professional Agreements for details of preparation.

ii. OCR prepares Change Order and obtains Contractor’s signature.


(1) Associate Director/Construction Administration approves and forwards to Associate Vice President for Facilities Management/University Architect with standard Change Order Transmittal asking for Change Order to be approved.


(2) Change Orders over $50,000, or cumulative change orders exceeding 20% of Contract value, must be approved by Board Office and signed by the Executive Director.  (Appendix EE)


(3) Change Orders are signed by the Contractor, OCR and Associate Vice President for Facilities Management/University Architect or the Executive Director if the Charge Order exceeds $50,000.


(4) Copies of executed Change Orders are forwarded to Contractor, Design Professional and Facilities Services file.


I. Progress Payments


i. See Contract Document for payment and retainage.

ii. Contractor will sign and submit monthly Pay Applications (Forms on FP website) to Facilities Services.  The pay application will be reviewed and signed by the Associate Director/Construction, Owner’s Construction Representative, Design Professional (if any).  Facilities Services Administration will forward pay application to the office of Financial Accounting & Reporting Services.  
iii. Pay applications which are not approved will be returned to the Contractor for correction, accompanied by a written statement giving reasons for the return.


J. OCR attends progress meetings as appropriate, and observes progress of the work.


K.
Any claims must be settled before final payment to Contractor is made.


L.
Insurance/Property Damage/Losses


i. OCR to report property damage/losses to the Associate Director/Construction Administration and the UNI Risk Manager immediately, whether or not it is covered by UNI or Contractor Insurance Take pictures of any accident immediately.  Risk Manager will report such occurrences to the Board office and related insurance company, for possible reimbursement of costs associated with losses.  Document related occurrences and happenings thereafter.


M.
Protection of Persons and Property


i. OCR reports IOSHA inspections to the Associate Director/Construction Administration and UNI Safety Director immediately.  Request IOSHA inspector to conduct inspections with Associate Director/Construction Administration or Safety Director unless inspector insists upon proceeding without one or the other.  Cooperate with the inspector.  Document occurrences and happenings thereafter.


ii. Employee/Supervisor - Complete first report of injury form for any injuries to UNI employees.  Contractor will report any injuries of Contractor employees to the proper authorities.  Document related occurrences and happenings thereafter.

N. Construction Contract Completion
i.
Contractors to submit Preliminary O & M manuals for review by OCR and Design Professional prior to the request for substantial completion.


ii. Contractor will submit a list of incomplete items when Contractor determines project is substantially complete along with marked up record drawings.
iii. OCR to schedule meeting with Contractor, User, O & M, Transportation and Building Services and others to develop move-in schedule.


iv. OCR and the Design Professional will observe the status of the project and prepare Certificate of Substantial Completion (Form on FS web site) for acceptance by Contractor.  Certificate shall state responsibilities of UNI and the Contractor for maintenance, heat, utilities, warranties, guarantees and insurance and shall fix the time within which the Contractor shall complete the items listed therein.  A separate attachment shall note items not yet considered to be substantially complete.
v. When the project is determined to be Substantially Complete, the Contractor can request up to 95% of the total amount of the Contract on his next Application for Payment.

vi. OCR to coordinate request final keying (Appendix FF)


vii. OCR to obtain submittal, i.e. Targeted Small Business Final Payment Reporting Form, final Operation and Maintenance Manuals and Commissioning Manual.    Maintain one (1) set for file, deliver two (2) sets to PHP.  Verify Targeted Small business (TSB) participation was met.
viii. The Design Professional and OCR will schedule a final observation for acceptance.  If any items remain incomplete they shall be listed with a retainage value of twice the estimated value of work and expenses, and a date that the item will be complete.
ix. After the final observation the Contractor may apply for release of, or reduction in retainage as specified in the Contract documents.
x. Contractor to return construction keys to OCR.

xi. If the deadline for completion of the final observation list is not met the OCR together with the Associate Director/Construction shall decide if the work will  be taken over by the Owner or further extensions granted.

xii. Upon completion of all items, Final Acceptance of the project can be issued.

xiii. Verify settlement of claims, if any.


xiv. Make final payment.


9.
Project Completion


A.
OCR shall obtain one hard copy and CADD electronic file of as-built drawings from the Design Professional for initial review or prepare as-built drawings, if project designed in-house.  See Appendix GG for Record Document Procedures.
B.
OCR and Associate Director Construction Administration to discuss the need for a meeting with O & M end users and Facilities Services.
C.
OCR and Associate Director Construction Administration to discuss the need for a meeting with Design Professional, Contractor and Facilities Services.

D.
OCR to complete rating forms for Design Professional and Contractor.

E.
Make final payment to Consultant.
F.
OCR to complete project checklist.
G
Associate Director, Facilities Operations - Prepare a Final Report indicating completed costs, which is submitted to the Board.


10.
Project Archive Files/Documents


A.
See Archiving Procedures.

B.
Send files, drawings, Project Manual, shop drawings and Operations and Maintenance Manuals to archives.


11.
Warranty/Guarantee


A.
Facilities Services notifies Consultant and Contractor prior to expiration at 1-year warranty with Notice of Acceptance, guarantee expiration dates.  The usual       1-year period may vary for equipment, roofs, etc.
i.
Check guarantee closely.  A 10-year roof guarantee may require a 5-year inspection and repairs before the second 5-year guarantee is approved.


B.
One month prior to expiration of warranty/guarantee inspect project.  Design Professional, if any, is to assist as per Owner/Design Professional Services/Owner agreement.


C.
OCR to report any needed corrections to Contractor.


D.
OCR to verify corrections are made.


Even though the responsible person listed in the procedures may not be you, follow your project and the above procedures completely, so there are no undue delays.
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