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Project Task Checklist for Minimum Service Level by Facilities Management Project Manager

In this service option, the client can provide the project management and coordination services for their project with the following minimum involvement from Facilities Management Project Manager:

· Contracts and Procurement

· Construction Permitting

· Inspections

· Change Order Processing (Client can negotiate Change Orders Costs)

· Environmental site assessment and abatement requirements through EH & S

· Projects must adhere to the UCB construction standards with deviations specifically approved by the Executive Director of Facilities Management and Facilities Management must have the ability to verify compliance

· Utility Outages. (Client can coordinate outages but Facilities Management must perform outage)

· Code compliance including project reviews by code officials (AHJ)

The following project checklist outlines the tasks that must be completed for any given project.  These tasks shall be completed by either the Facilities Management Project Manager (PM) or the Client’s Project Manager as described.  

Project Task Checklist for Minimum Service Level
· Client initiates Work Order.

· Assistant Director receives Work Order from Facilities Management (FM) scheduling system.

(
The Project Manager (PM) receives a file folder from Administrative Assistant.  Includes a Work Order Information Sheet, Work Order Questionnaire and Warranty Report.

(
PM meets with Client to establish the scope of the project.  PM and Client Project Manager establishes scope of work each party will do.  Use Checklist(s)

a. PM also talks with them about the recharge policy as referenced in the FM, Design and Construction website. (fm.Colorado.EDU/recharge_policy.html )

(
The Work Order Questionnaire is distributed by Client Project Manager to Facilities Management and other University Agencies for review. 2 weeks allowed for review. 
(
Environmental Site Assessment Report is done by Environmental Health and Safety (EH & S).  2 weeks allowed for report.  Client Project Manager makes sure this is done.

(
Comments on Work Order Questionnaire are received by Client Project Manager 

(
Client Project Manager confirms ADA 20% Rule does not apply.  
(
Size of project and cost estimates /decisions are made by Client Project Manager
(
Setup project schedule. By Client Project Manager
(
Professional Services (PS) Transmittal is completed by PM and sent to Client for signature.

a. The Facilities Management Accounting group works with client to have to funds transferred.

(
CCHE Waiver is initiated if needed.

(
Consultant (Architect/Engineer, Industrial Hygienist, Landscape Architect or Surveyor) contracts are negotiated by Client Project Manager.  Facilities Project Manager puts contract together.
a. If consultant is on the State’s As-Needed list and their fee will be under $50,000 and construction cost will be under $500,000 then sign a Work Authorization. 1 –2 weeks.

b. If consultant’s fee will be over $50,000 or construction cost will be over $500,000 then need to advertise for Request For Qualification (RFQ) and sign full or abbreviated A/E Agreement.  5– 7 weeks.

(
Project pre-planning begins by Client Project Manager.


a.
Staging and parking.  


b.
Tenant Relocation.


Hire a consultant to help if needed. 

(
Plans reviewed. Client Project Manager distributes plans and is in responsible for comments to be incorporated into design documents. 

a.
Setup review system.  Use Redback for larger projects and hand written comments for smaller projects.


b.
Schematic Design (SD), Design Development (DD) and Contract Document (CD) phases are reviewed.  Documents sent to, Authorities Having Jurisdiction (AHJ), University and Facilities Management agencies.  2week review period for each phase. 


c.
Project schedule adjusted by Client Project Manager
(
If hazardous waste is present then hire Industrial Hygienist and Abatement Contractor.   Remove waste before construction, if at all possible.  PM is responsible for putting together contract only. Client Project Manager is responsible for all other work and scheduling.
(
Determine type of bid needed for construction.


a.
If construction will be under $150,000 then use a Standing Order Contractor.  3 days to 2 weeks.


Follow Standing Order Contractor rules and procedures. 


b.
If construction is over $150,000 then bid to public. 2 week minimum.


Pre-qualify contractors if desired.  2-3 weeks prior to public bid.  

(
Client Project Manager obtains AHJ signatures on the CU ‘Authorization to Proceed with Construction’ form. 


a.
If a State funded project, also obtain signatures on the State ‘Authorization to Proceed with Construction’ form. 

(
Bid for construction.

a.
Advertise bid - PM
b.
Pre-bid meeting – PM and Client Project Manager
c.
Prepare agenda – PM and Client Project Manager
d.
Obtain questions and send out addenda - Client Project Manager
e.
Bid opening - PM

(
Bid review – Qualifications and Responsiveness. PM and Client Project Manager work together.

a.
If over budget:

Look at contingency funds to see if any can be used to meet budget.

Redesign to meet budget. 

Re-bid project 

b.
If within budget:

Notice of Award. 1-2 days 

Notices of Regrets (optional)

(
Client Project Manager makes sure that space is ready for Contractor occupation.


a.
Tenant moved out and relocated or equipment and furniture moved within space.

b.
Utilities disconnected.


c.
Verify all hazardous wastes have been removed.  

(
Construction Agreement processed. 4 weeks


a.
Agreement packet sent to Contractor (agreement, insurance certificates & bonds needed, M/WBE form). 


b.
Agreement routed for signatures.

· Notice to Proceed signed.  1-2 days. 


a.
Pre-Construction meeting should be held on same day if possible.

· Pre-Construction meeting held by Client Project Manager
c. Follow standard agenda list in division 1 and make modifications as necessary.

(
Issue permits


a.
CU ‘Authorization to Proceed with Construction’ has been signed.


b.
Contractor signs Environmental Responsibilities and Environmental Site Assessment forms.

· Start Construction

(
Ongoing Project management by Client Project Manager unless noted.
a.
Have weekly meetings


Either A/E or Client Project Manager takes meeting minutes.


b.
Process change orders, pay applications, etc. as needed by PM. Client Project Manager negotiates all change orders.

c.
Inspections by AHJs

d.
Outages


e.
Monitor progress, compliance, etc.


d.
Conflict resolution


e.
Punch list

(
Close out


a.
TCO (or CO)


b.
Notice of Acceptance


c.
Advertise Notice of Final Settlement.

d. Close out documents

e. Send out surveys to Client.  (A/E and Contractor if possible)

· Warranty 


a.
Establish line of communication between Client Project Manager and Contractor.


b.
6 month and 12 month walk-through by Client Project Manager.
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