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ARCHITECT'S PROFESSIONAL SEAL 
 
 
 
The drawings, specifications, and other documents referenced in the enclosed Table of Contents for this project 
(identified in the header above) have been prepared by or under the direct supervision of the following licensed 
architect(s), with the exception of Divisions 21-28 specifications and the drawings identified as "Mechanical", 
“Plumbing” or "Electrical".  Those documents pertain directly to the work of the consultants involved with this 
project, who will separately identify and seal the work for which they are responsible.  
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INVITATION TO BID (Request for Proposal) 
 
June 5, 2026 
 
 

PROJECT 

Room 123 Remodel – 1515 SW 10th Street Topeka, KS 66604  
 

PROJECT DESCRIPTION 
The Topeka and Shawnee County Public Library is a 21st-century, landmark library; most 
recently named the Library Journal’s 2016 Library of the Year in the U.S. and Canada.   The 
Library features the Alice C. Sabatini Gallery, the Millennium Café, Chandler Booktique (used 
bookstore), free meeting rooms, computer training and Internet access. Located in the heart of 
Shawnee County, the Library has a collection of more than 450,000 items and serves nearly 
82,000 registered borrowers. About 3,000 people walk through the doors daily. Bookmobiles 
make about 25 stops six days a week traveling across the county and the Library provides 
services to 40 senior living facilities and 130 homebound individuals. The Digital Branch Library, 
www.tscpl.org, serves customers’ needs 24/7. 
 
The work includes demoing the existing finishes, fixtures, ceilings, lights, and portions of 
selected walls; then provide new finishes, fixtures, ceilings and accessories. The renovation of 
the Room 123 Remodel shall occur in a single phase. 
 

BID RECEIVING 

Date: Tuesday, July 7, 2026 
Time: 2:00 PM CST 
Place: TEAMS attendance online or call 1-347-991-6844 

 Meeting ID:  225 826 044 173 243 
 Password: YE9RG9U8 
 Phone Conference ID: 923 172 955# 

 
TIMELINE OF BID PROCESS  
RFP Issued:      Friday, June 6, 2026  
Optional Site Visit:     Tuesday, June 23, 2026 at 9 AM CST 
Questions Due:    Friday, June 26, 2026 
Final Addendum Issued:    Wednesday, July 1, 2026 
Bid Receiving:     Tuesday, July 7, 2026  at 2:00 PM CST; bids must 

 be received prior to this time  
Board Consideration of Award:   Thursday, July 16, 2026 4:00 pm CST;  

      bidders do not need to be present at the Board 
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 meeting 
Notification of Decision to Bidders:   on or before Monday, July 20, 2026 (via email)  
Contract Awarded:      Upon final legal approval 
Project Completion Date:     As indicated by the contractor on the bid form.  
 
*bidder questions must be submitted to the Project Coordinator in writing, preferably by email. 

 
OWNER 

Topeka & Shawnee County Public Library 
1515 S.W. 10th Avenue 
Topeka, KS  66604-1374  
 
Project Coordination: Thad Hartman, Chief of Staff 
 P: 785-580-4481 
 E: thartman@tscpl.org  

mailto:thartman@tscpl.org
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INSTRUCTIONS TO BIDDERS 

 
 
Date: June 5, 2026 
 
 
PROJECT: Room 123 Remodel 
 
 
DEFINITIONS: 
Bidding documents include Invitation to Bid, Instructions to Bidders, and Bid Form including any 
Addenda issued prior to bid receiving. 
 
Definitions set forth in the General Conditions of the Contract for Construction AIA Document A-
105, 2017 Edition, are applicable in these Instructions to Bidders.  
 
ADDENDA: 
Addenda are written or graphic instruments issued prior to bid receiving which modify or 
interpret the bidding documents, including specifications, additions, deletions, clarifications, or 
corrections. 
 
Prior to bid receiving, Addenda will be posted on the Owner’s website and each Bidder recorded 
by the Owner as having received the bidding documents will be notified.    
 
Bidders shall acknowledge receipt of Addenda on the Bid Form. 
 

Any questions or requests for information by interested bidders must be submitted in writing to 
the Project Coordinator, preferably by email, and will be posted on the Library’s webpage as a 
public document for anyone’s review.   
 
EXAMINATION OF BIDDING DOCUMENTS: 
Each Bidder shall examine the bidding documents carefully.  Any interpretation or correction will 
be issued as an Addendum by the Owner.  ONLY A WRITTEN INTERPRETATION OR 
CORRECTION BY ADDENDUM SHALL BE BINDING. 
 
SITE VISIT (OPTIONAL):  
Each Bidder shall have the opportunity to visit the site.  The site visit will be held on 
Wednesday, Tuesday, June 23, 2026, at 9:00 AM CST at the main entrance to the Library, 
1515 SW 10th Ave. Topeka, KS.  Acknowledge site visit on the BID FORM. 
 
BID PREPARATION 
A single lump sum bid will be received for a single General Contract for the completion of all 
work outlined in the Contract Documents. Additionally there are three alternates for which 
changes to the base bid are requested on the Bid Form.  
 
The Owner is a political subdivision of the State of Kansas, eligible for government contract 
prices, and is exempt for the Kansas Retailers' Sales Tax Act and Kansas Compensating Tax 
Act under the provisions of Kansas Statutes Annotated (K.S.A.) Supplement 79-3606(b). 
 
Bids shall be made upon the BID FORM included with these specifications.  Fill in all blanks on 
the BID FORM clearly with typewriter or ink.  Erasures or other changes in a bid must be 
explained or noted over the signature of the Bidder.  Signature shall be in longhand by a 
principal duly authorized to sign contracts.  Bids shall contain no alterations or recapitulation of 
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the work. 
 
The Owner reserves the right to:  (1) waive any informalities or minor defects in the bids or 
bidding procedures; (2) reject any or all bids; (3) rebid the project at a later date if bids are 
rejected; and (4) accept the bid that, in the judgment of the Topeka & Shawnee County Public 
Library, will be in the best interest of the Library, whether or not said bid is the lowest bid.   
 
Bidders may not use omissions or errors in the Specifications or other contract documents to 
their advantage.  The Owner reserves the right to issue new instructions correcting any such 
errors or omissions, which new instructions shall be treated as if originally included. 
 
The Owner may make any investigation it deems necessary to determine the ability of the 
Bidder to perform the work.  Bidders shall furnish information for this purpose to the Owner upon 
request.  The Owner reserves the right to reject any bid if the evidence submitted by, or other 
investigation of, the Bidder fails to satisfy the Owner that the Bidder has the proper 
qualifications, experience, equipment, manpower, or financial and managerial capability to carry 
out the obligations of the contract agreement or to perform the work as specified. 
 
The Bidder shall be paid in accordance with contract agreement upon award.   
 
Bids shall be prepared and submitted in accordance with these INSTRUCTIONS TO BIDDERS. 
 
Email Bid Submission: 

a. Email Bid submission to thartman@tscpl.org  and copy mms@htkarchitects.com  
1. Email subject: Room 123 Remodel Bid. 

b. With in five days of the bid, bid results will be available from Maddie Safford at 
mms@htkarchitects.com.  

c. Once a bid has been submitted, you should receive an email back from 
mms@htkarchitects.com or iou@htkarchitects.com. If you do not receive this 
email, please contact Maddie Safford or Isabelle Ure at 785-266-5373 to verify 
your bid has been received.  

d. Attendance at the bid receiving is not required. Bids will be read out loud, 
recorded and a bid tabulation will be emailed to those who submit bids.  

 
COORDINATOR: The Coordinator shall assume general coordination and direction of the 

project.  The Coordinator is: 
 
  Thad Hartman 
  Chief of Staff 
  P: 785-580-4481 
  E: thartman@tscpl.org  
 
BID SECURITY 
Bid Security, consisting of a bid bond, certified check, or cashier's check on a solvent bank, shall be 
enclosed with each bid in the amount of five (5) percent of the Base Bid. 
 
Bid Security shall be made payable, without conditions, to as a guarantee that the Bidder, if 
awarded the contract, will promptly execute the formal contract in accordance with the Bid and 
Contract Documents, and that he will furnish the special bonds for the faithful performance thereof.  
Bid Securities will be retained until the contract is awarded or other disposition is made thereof. 
 
Bid Security may be forfeited as liquidated damages for all costs, delay, and other expenses 
created if the successful bidder fails to execute the contract and furnish the Certificate of Insurance 
and Bonds as required in by the Contract Documents. 

mailto:thartman@tscpl.org
mailto:mms@htkarchitects.com
mailto:mms@htkarchitects.com
mailto:mms@htkarchitects.com
mailto:iou@htkarchitects.com
mailto:thartman@tscpl.org
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BOND / INSURANCE REQUIREMENTS 
Within seven (7) days of the notification of intent to issue a contract, the selected Bidder shall 
furnish the following: 

1) A Performance Bond in the amount of 100 percent of the contract price. 
2) A Statutory (Material and Labor Payment) Bond in the amount of 100 percent of the contract 

price. 
3) Evidence satisfactory to Owner that Contractor's insurance coverages have been secured.   

 
Furnish bonds on forms and with sureties approved by the Owner, and authorized to transact 
business in Kansas. 
 
Furnish Owner, through the Architect, with two copies each of the Performance Bond and Insurance 
Certificate. 
 
Contractor shall file Statutory Bond and pay fee to clerk of district court of the county in which the 
project is constructed.  Furnish Owner, through the Architect, with two copies of Statutory Bond 
indicating that the bond has been duly filed with clerk of the district court. 
 
ALTERNATE BIDS 
Each Bidder shall bid all alternates included on the Bid Form, except that should he desire not to bid 
an alternate, he may insert the words "no bid" in the space provided for prices for such alternate.  
When a Bidder writes "no bid" for one or more alternates, he thereby waives any claim to the 
contract award if that alternate (or those alternates) becomes the basis for determining the low bid 
and/or changes the contract award.  If an alternate price called for involves no change in price, 
Bidder shall so indicate by writing the words "no change" in the space provided.  If the space 
provided for an alternate price is blank, that shall mean "no bid." 
 
BIDDER'S REPRESENTATION: 
The Bidder, by responding to this bid, represents that 
1. The Bidder read and understood the INSTRUCTIONS TO BIDDERS. 
2. The Bidder carefully examined all bidding documents pertaining to the project. 
3. The Bidder acknowledges receipt of Addenda, if any. 
4. The Bidder acknowledges the option to visit the site. 
 
BID RECEIVING: 
The Owner will receive and publicly open and read bid proposal forms at the time and place 
indicated in the INVITATION TO BID.  
 
The bid proposal shall include all costs for labor, materials, equipment, services and incidentals 
necessary to complete the work as represented in the Contract Documents.  
 
No oral or telephone bids will be considered.  Modifications by telephone will be considered only 
on BID FORMS delivered to Owner prior to time set for bid receiving. 
 
BID WITHDRAWAL: 
A Bidder may withdraw a BID FORM in writing, including via email, to Owner prior to time fixed 
for bid receiving. 
 
Unless otherwise provided in any supplement to these INSTRUCTIONS TO BIDDERS, no 
Bidder shall modify, withdraw, or cancel the bid, or any part thereof, for thirty (30) calendar days 
after the date for receiving bids. 
 
EVALUATION CRITERIA: 
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The Owner intends to accept the bid that, in the judgment of the Topeka & Shawnee County 
Public Library, will be the best interest of the Library, whether or not said bid is the lowest bid. 
Criteria that shall be taken into consideration shall include, but not be limited to: the proposed 
cost, proposed time of completion, experience and competency of the contractor, demonstrated 
performance to complete similar work, capacity to complete work on time, and competency of 
proposed subcontractors to be utilized.  
 
AWARD OF CONTRACT: 
The approved bidder must be prepared to provide a service/purchase contract upon notification 
of bid approval.  A contract will be awarded as soon as possible to the responsible Bidder 
submitting the lowest acceptable bid, provided: 
1. Evidence of the experience, qualifications and fiscal responsibility of the Bidder and the 

time of completion are all acceptable to the Owner. 
2. The total of acceptable bids is within the Owner's financial budget for the project. 
3. The contract is legally acceptable.  
 
REJECTION OF BIDS: 
The Bidder acknowledges the Owner's right to reject any and all bids and to waive any formality 
or irregularity in any bid received.  The Bidder recognizes the Owner's right to reject any bid, 
which fails to submit the data required by the bidding documents, or is in any way incomplete or 
irregular.  An award to the lowest Bidder is not required.   
 
PROPOSED SCOPE OF WORK: 
Please refer to page 2 of this Request for Proposal for a brief summary of the proposed scope 
of work.  
 
The complete scope of work to be completed by the contractor is represented in the Contract 
Documents dated June 5, 2026.  
 
SPECIFICATIONS: 
Drawings and specifications will be issued digitally and must by obtained from the Topeka, and 
Shawnee County Public Library web site at https://tscpl.org/about/request-for-proposals  This is the 
official location for project bid information.  
 

https://tscpl.org/about/request-for-proposals
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BID FORM­­Single Contract 

 
Owner: Topeka & Shawnee County Public Library 

1515 S.W. 10th Avenue 
Topeka, KS   66604-1374 

 
Bidder Name:  ________________________________________________________________________ 
 
 
BASE BID 
In compliance with the invitation and instructions to Bidders, the undersigned proposes to provide all 
labor, materials, equipment services, and incidentals necessary for the complete construction of the 
Project in accordance with the Construction Documents at the prices stated below. The Undersigned 
agrees to perform all Work indicated on the Drawings and described in the Specifications and Addenda 
thereto for the complete construction for the total sum of: 
 
 

 
 
________________________________________________________dollars ($____________________) 
 
 
ADDENDA 
Receipt is acknowledged of Addenda numbers ________________.                                                            
            
OPTIONAL SITE VISIT:  A representative chose to visit.   YES_____________ NO_____________ 
 
TIME OF COMPLETION 
Project is estimated to be Substantially Complete by the end of December, 2026. Bidder to indicate 
anticipated date of substantial completion if differs from above.  
Bidders shall submit with the bid a schedule displaying the project schedule.  
 
Date of Substantial Completion for bid: __________________________________________________ 
 

MAJOR SUBCONTRACTORS 

The undersigned lists and identifies the major subcontractors included as part of this Bid, and further agrees that 

in the event of receiving the Awarded Contract for the work identified and listed, and contingent on their being 

acceptable to the Owner, they will be included as a part of the written contract.  If award of Alternates affects 

subcontractors shown, list other subcontractors as applicable for each type of work and combination of 

Alternates. 

 

Plumbing Construction              

           

 

Mechanical (HVAC) Construction            

             

 

Electrical Construction             

             

 
Painting Contractor                 

             

 
Flooring Contractor              

 

 
Field Superintendent              
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CONTRACT 
If notified of the acceptance of this bid within forty five (45) calendar days of the time set for opening of 
bids, Undersigned agrees to execute The Standard Short Form of Agreement Between Owner and 
Contractor, AIA 105 – 2017, and supplementary conditions, within (7) calendar days of receipt of such 
notification and in accordance with the bid and the Contract Documents.  
 
BOND 
The Undersigned agrees, if awarded the Contract, to execute and deliver to the Architect at the time of 
Contact Signing a Performance Bond and Labor and Materials Payment Bond in the amounts equal to 
100% of the Contract Sum as set forth in the Instructions to Bidders.  
 
DECLARATION 
The undersigned hereby declares the bid specifications have been carefully examined and this proposal 
is submitted in compliance therewith.  The undersigned understands that competence and responsibility, 
time of completion, as well as any other factors of interest to the Owner may be a consideration in making 
the award.  The Owner reserves the right to reject any or all proposals, to accept or reject alternate 
proposals and unit prices, and waive technicalities concerning the bid proposals received as it may be in 
the Owner's best interest to do so. 
 
______________________________________  _______________________ 
Authorized Representative's Signature     Date 
 
______________________________________  _______________________   
Title         Telephone 
 
______________________________________  _______________________ 
Company        E-Mail 
 
______________________________________  _______________________ 
Street Address        City/State/Zip 
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SECTION 006021 - SUPPLEMENTARY CONDITIONS 
 
1. General Conditions: 

Instruction to Bidder, Bid Form, Addenda and The Standard Form of Agreement Between Owner 
and Contractor, A.I.A. Document A105, 2017 Edition, Articles 1 through 17 inclusive, is a part of 
this contract.    
 

2. Supplements: 
The following supplements modify, change, delete from or add to the The Standard Form of 
Agreement Between Owner and Contractor, A.I.A. Document A105, 2017 Edition.  Where any 
article of the Agreement is modified or any paragraph, subparagraph or clause thereof is modified 
or deleted by these Supplements, the unaltered provisions of that article, paragraph, 
subparagraph or clause shall remain in effect. 

 
3. In the following Articles contained in Agreement wherever “Architect” is referenced the word 

“Architect“ shall be deleted and “Owner” or “Owners Representative” shall be added; Articles 9.2, 
9.4, 9.5, and 9.6.  

 
4. Add Paragraph 1.2:   

"The work referred to in these documents consists of the furnishing of all labor, materials and 
equipment for the complete installation of all work as specified herein and shown on the 
drawings, including delivery, unloading, uncrating, assembling, setting-in-place, leveling, 
adjustment, completely installing and cleaning up of any debris. 

 
"The work shall be in strict accordance with the Drawings and Specifications. 

 
"The Contractor shall thoroughly investigate all local trade jurisdictional rulings and shall be held 
completely responsible for the settlement of any disputes arising from fabrication, installation, or 
completion of the Work under this Contract." 

 
5. Subparagraph 5.1.7 

List the Following Types of Insurance or Bonds to be provided by the Contractor: 
Types of Insurance or Bond   Limit of liability or bond amount 
Liability Insurance    Reference Draft Contract and specifications 
Bid Bond     5% of Contract Amount 
Performance Bond    100% of Contract Amount 
Payment Bond     100% of Contract Amount 
Statutory Bond     100% of Contract Amount 
 
Contractor’s Commercial General Liability policy must name Topeka and Shawnee County 
Public Library as an additional insured; the policy must also include a Waiver for Subrogation in 
favor of Topeka and Shawnee Country Public Library.  
 
Contractor shall provide Topeka and Shawnee County Public Library prior to commencement of 
work, a Certificate of Insurance providing evidence that required coverages are in force and will 
not be cancelled within at least 30 days notice to the Owner. Contractor and Subcontractor shall 
evidence required insurance coverages on the Certificate of Insurance (AIA Document G705) or 
other certificate approved as to form by Owner.  

 
6. Article 7: Add the following  

"7.5 ARCHITECT'S COMPENSATION FOR SERVICES TO REMEDY DEFECTIVE WORK 
When the Architect's Additional services are required because of defective Work, neglect, failure, 
deficiencies, or default by the Contractor, the Architect's compensation for such services shall be 
based on the Architect's invoice to the Owner.  The invoice, when approved by the Owner, along 
with other cost, damages and liabilities incurred by the Owner or the Architect, shall be the basis 
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for adjusting the Contract Sum, by Change Order, to compensate the Owner for the Architect's 
Additional Services." 

 
7. Subparagraph 8.1.2:  To the end of the paragraph add the following:  

"The Contractor shall assume general coordination and direction of the project.  Each Contractor 
shall foster cooperation between subcontractors and schedule their work in sequence to facilitate 
and not delay their installation. The Architect is neither the coordinator nor the expeditor of the 
work of the various contracts.   

 
8. Subparagraph 8.1.3:  Add the following: 

"Insofar as the Contract Documents have been prepared in accordance with applicable laws, 
statutes, building codes and regulations, the Contractor shall execute the work in accordance with 
their intent and with said laws, statutes, building codes and regulations.  Refer to Section 014200 
and other applicable portions of the Contract Documents for specific requirements." 

 
9. Subparagraph 8.1.4:  Add  the following: 

"If the Contractor performs any construction activity knowing it involves a recognized error, 
inconsistence or omission in the Contract Documents without such notice to the Architect, the 
Contractor shall thereby assume responsibility for performance and shall bear the attributable 
cost for correction." 

 
10. Paragraph 8.5 Warranty: 

Add Subparagraph 8.5.1:  The Contractor shall and does hereby guarantee all work for a period 
of one (1) year from the Date of Substantial Completion of the Work.  All movable or adjustable 
parts shall remain in good working order, including hardware, apparatus, electrical and all other 
equipment.  Nothing in the above intends or implies that this guarantee shall apply where damage 
occurs due to improper maintenance or operation, or to normal wear and usage.  “This obligation 
shall survive termination of the Contract. This provision does not alter or waive any implied 
warranties which may arise.” 
 

11. Paragraph 8.5 Warranty: 
Add Subparagraph 8.5.2:  “If the Contractor has received notice within one year after the date of 
substantial completion, the Contractor’s obligation to correct nonconforming work shall still be 
due, notwithstanding the expiration of the notification period. 
 

12. Paragraph 8.5 Warranty: 
Add Subparagraph 8.5.3:  All warranties required by the Contract Documents shall commence on 
the date of Substantial Completion of the work or designated portions thereof, or for work first 
completed after Substantial Completion, on the date of it's acceptance, unless some other 
commencement date is specifically referenced elsewhere in the contract documents for a specific 
warranty.  The Contractor shall be required to secure any extended warranties or special riders to 
standard warranties which are required to comply with these requirements." 
 
 “If the Contractor has received notice within one year after the date of substantial completion, the 
Contractor’s obligation to correct nonconforming work shall still be due, notwithstanding the 
expiration of the notification period. 

 
13. Paragraph 8.6 Taxes, Omit and replace with:  

The owner is a political subdivision of the State of Kansas, eligible for government contract 
prices, and is exempt from the Kansas Retailer’s State Tax Act and Kansas Compensating Tax 
Act under the provisions of Kansas Statues Annotated (K.S.A.) Supplement 79-3606(b).  After 
bidding, the owner will provide a sale exemption number to the contractor.  

 
14. Add Subparagraph 8.9.1. 

“8.9.1 Protection of construction materials and equipment and Owner furnish materials and 
equipment to be incorporated in the Work stored at the Project site from weather, flood, 
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environmental conditions, theft, damage and all other adversity is solely the responsibility of the 
Contractor.” 

 
15. Add Subparagraph 8.9.2 

“8.9.2 Without prior approval of the Owner, the Contractor shall not permit any workers to use any 
existing facilities at the Project site, including, without limitations, lavatories, toilets, entrances, 
and parking areas other than those designated by the Owner. The Contractor shall comply with 
all rules promulgated by the Owner in connection with the use and occupancy of the Project site 
as amended for time to time.” 

 
16. Paragraph 8.12: Add the following: 

“8.12.2:  Notwithstanding Subparagraph 8.12, the Contractor shall indemnify and hold harmless 
the Owner, Architect, Architect's consultants, and agents and employees of any of them from and 
against claims, damages, losses and expenses, including but not limited to attorneys' fees arising 
from or resulting from blasting activities at the site of the Work, irrespective of the degree of care 
utilized by the Contractor, a Subcontractor, or anyone directly or indirectly employed by them, in 
the course of performing those blasting activities." 

 
17. Subparagraph 10.1:  Add the following to the second sentence: 

“. . . plus a reasonable credit for overhead and profit, but in no case less than 75% of the amount 
which would be included for an increase in the Contract Sum, unless otherwise substantiated by 
the Contractor and approved by the Architect." 

 
18. Paragraph 10.3.1:  Add the following subparagraph: 

"10.4:  The allowance for combined overhead and profit to be included in the total cost to the 
Owner for any of the methods for determining adjustments to the Contract Sum shall not exceed 
the following schedule: 
1. For the Contractor, for Work performed by the Contractor's own forces, 10 percent of the 

cost. 
2. For the Contractor, for Work performed by the Contractor's Subcontractor, 5 percent of the 

amount due the Subcontractor. 
3. For each Subcontractor's or Sub-subcontractor's own forces, 10 percent of the cost. 
4. Cost to which overhead and profit is to be applied shall be determined in accordance with 

Subparagraph 7.3.7. 
5.  In order to facilitate checking of quotations for extras or credits, all proposals, except those so 

minor that their propriety can be seen by inspection, shall be accompanied by a complete 
itemization of costs including labor, materials and Subcontracts.  Labor and materials shall be 
itemized in the manner prescribed in 7.3.7.  Where major cost items are Subcontracts, they 
shall also be itemized.  In no case will a change involving more than $500.00 be approved 
without such itemization." 

 
19. Add paragraph 11.4 

Weather day claims will not be evaluated for this project. 
 
20. Add paragraph 11.5  

LIQUIDATED DAMAGES 
The Contractor and the Contractor's surety, if any, shall be liable for and shall pay the Owner the 
sums hereinafter stipulated as liquidated damages for each calendar day of delay following the 
established contract completion date until the Work is substantially complete.  Such sum shall be 
deducted from the contract amount by contract change order or directive prior to the final 
payment. 
 
Liquid Damages Amount per Calendar Day:  $750. 

 
21. Subparagraph 12.2.2:  Add the following: 
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"12.2.2.1. Ten percent of the certified amount completed shall be withheld as retainage.  If the 
Owner and Architect are satisfied with the Contractor's progress and quality of the work when the 
entire work of the contract has been determined to be Substantially Complete by the Architect, 
the Contractor may request that the retainage be reduced to five (5) percent of the total contract 
amount on remaining payment requests.  Prior to any reduction in the retained percentage or 
amount, the Contractor shall be required to submit a completed AIA Document G707A, Consent 
of Surety to Reduction In or Partial Release of Retainage.  The Owner and Architect reserve the 
right to reinstate the full ten (10) percent retainage of the certified amounts completed on future 
payment requests if the work falls behind the construction progress schedule or is not in or 
portions thereof found not in conformance with the intent of the Contract Documents. 
 
12.2.2.2. The Contractor shall not permit any lien to attach to Library property.” 
 

22. Article 12:  Add the following: 
"12.7 CONTRACTOR'S ACKNOWLEDGMENT AND CERTIFICATION 

 
"12.7.1  With each pay application, the Contractor shall provide Owner with a statement under 
oath certifying that Contractor has paid all subcontractors the sums due and owing to 
Subcontractors as evidenced by prior Applications for Payment.  Contractor shall not be entitled 
to receive any further payments pursuant to the Agreement unless and until Contractor is in 
compliance with the terms of this paragraph. Contractor acknowledges the right of Owner to 
advise subcontractors and sub-subcontractors that Owner has made a Progress Payment or has 
made Final Payment to the Contractor." 

 
23. Subparagraph 13.1:  Add the following: 

"13.1.2 Notwithstanding any reference to any rule or regulation, neither the Architect nor the 
Owner shall assume any duty to provide supervision of construction methods or processes or to 
enforce compliance with any safety regulations." 

 
 
END OF SUPPLEMENTARY CONDITIONS 
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ADDITIONS AND DELETIONS: 

The author of this document 

has added information 

needed for its completion. 

The author may also have 

revised the text of the 

original AIA standard form. 

An Additions and Deletions 

Report that notes added 

information as well as 

revisions to the standard 

form text is available from 

the author and should be 

reviewed. 

This document has important 

legal consequences. 

Consultation with an 

attorney is encouraged with 

respect to its completion 

or modification. 

 

ELECTRONIC COPYING of any 

portion of this AIA®  Document 

to another electronic file is 

prohibited and constitutes a 

violation of copyright laws 

as set forth in the footer of 

this document. 

AGREEMENT made as of the «  » day of «  » in the year «  » 

(In words, indicate day, month and year.) 

 

BETWEEN the Owner: 

(Name, legal status, address and other information) 

 

«Topeka and Shawnee County Public Library» 

«1515 SW 10th Street» 

«Topeka, KS 66604» 

 

and the Contractor: 

(Name, legal status, address and other information) 

 

«  »«  » 

«  » 

«  » 

«  » 

 

for the following Project: 

(Name, location and detailed description) 

 

«Topeka and Shawnee County Public Library» 

«Room 123 Remodel» 

 

The Architect: 

(Name, legal status, address and other information) 

 

«HTK Architects, Inc.» 

«900 S. Kansas Ave., Suite 200» 

«Topeka, KS 66612» 

 

The Owner and Contractor agree as follows. 
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TABLE OF ARTICLES 
 
1 THE CONTRACT DOCUMENTS 
 
2 DATE OF COMMENCEMENT AND SUBSTANTIAL COMPLETION 
 
3 CONTRACT SUM 
 
4 PAYMENTS 
 
5 INSURANCE 
 
6 GENERAL PROVISIONS 
 
7 OWNER 
 
8 CONTRACTOR 
 
9 ARCHITECT 
 
10 CHANGES IN THE WORK 
 
11 TIME 
 
12 PAYMENTS AND COMPLETION 
 
13 PROTECTION OF PERSONS AND PROPERTY 
 
14 CORRECTION OF WORK 
 
15 MISCELLANEOUS PROVISIONS 
 
16 TERMINATION OF THE CONTRACT 
 
17 OTHER TERMS AND CONDITIONS 
 

ARTICLE 1   THE CONTRACT DOCUMENTS 
The Contractor shall complete the Work described in the Contract Documents for the Project. The Contract 

Documents consist of 

.1 this Agreement signed by the Owner and Contractor; 

 

.2 the drawings and specifications prepared by the Architect, dated «  », and enumerated as follows: 

 

Drawings: 

Number Title Date 
     

 

Specifications: 

Section Title Pages 
     

 

.3 addenda prepared by the Architect as follows: 

Number Date Pages 

     

 

.4 written orders for changes in the Work, pursuant to Article 10, issued after execution of this 

Agreement; and 
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.5 other documents, if any, identified as follows: 

 

«  » 

 

ARTICLE 2   DATE OF COMMENCEMENT AND SUBSTANTIAL COMPLETION 
§ 2.1 The Contract Time is the number of calendar days available to the Contractor to substantially complete the 

Work. 

 

§ 2.2 Date of Commencement: 
Unless otherwise set forth below, the date of commencement shall be the date of this Agreement. 

(Insert the date of commencement if other than the date of this Agreement.) 

 

«  » 

 

§ 2.3 Substantial Completion: 
Subject to adjustments of the Contract Time as provided in the Contract Documents, the Contractor shall achieve 

Substantial Completion, as defined in Section 12.5, of the entire Work: 

(Check the appropriate box and complete the necessary information.) 

 

[ «  » ] Not later than «  » ( «  » ) calendar days from the date of commencement. 

 

[ «  » ] By the following date: «  » 

 

ARTICLE 3   CONTRACT SUM 
§ 3.1 The Contract Sum shall include all items and services necessary for the proper execution and completion of the 

Work. Subject to additions and deductions in accordance with Article 10, the Contract Sum is: 

 

«  » ($ «  » ) 

 

§ 3.2 For purposes of payment, the Contract Sum includes the following values related to portions of the Work: 

(Itemize the Contract Sum among the major portions of the Work.) 

 

Portion of the Work Value 
    

 

§ 3.3 The Contract Sum is based upon the following alternates, if any, which are described in the Contract 

Documents and hereby accepted by the Owner: 

(Identify the accepted alternates. If the bidding or proposal documents permit the Owner to accept other alternates 

subsequent to the execution of this Agreement, attach a schedule of such other alternates showing the amount for 

each and the date when that amount expires.) 

 
«  » 

 
§ 3.4 Allowances, if any, included in the Contract Sum are as follows: 

(Identify each allowance.) 

 

Item Price 
    

 

§ 3.5 Unit prices, if any, are as follows: 

(Identify the item and state the unit price and quantity limitations, if any, to which the unit price will be applicable.) 

 

Item Units and Limitations Price per Unit ($0.00) 

     

 

ARTICLE 4   PAYMENTS 
§ 4.1 Based on Contractor’s Applications for Payment certified by the Architect, the Owner shall pay the Contractor, 

in accordance with Article 12, as follows: 
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(Insert below timing for payments and provisions for withholding retainage, if any.) 

 

«Payments shall be made by the Owner not later than thirty (30) days after the Architect receives the Application for 

Payment.  » 

 

§ 4.2 Payments due and unpaid under the Contract Documents shall bear interest from the date payment is due at the 

rate below, or in the absence thereof, at the legal rate prevailing at the place of the Project. 

(Insert rate of interest agreed upon, if any.) 

 

«0  » % «  » 

 

ARTICLE 5   INSURANCE 
§ 5.1 The Contractor shall maintain the following types and limits of insurance until the expiration of the period for 

correction of Work as set forth in Section 14.2, subject to the terms and conditions set forth in this Section 5.1: 

 
§ 5.1.1 Commercial General Liability insurance for the Project, written on an occurrence form, with policy limits of not 

less than «one million dollars  » ($ «1,000,000.00  » ) each occurrence, «two million dollars  » ($ «2,000,000.00  » ) 

general aggregate, and «two million dollars  » ($ «2,000,000  » ) aggregate for products-completed operations hazard. 

 

§ 5.1.2 Automobile Liability covering vehicles owned, and non-owned vehicles used, by the Contractor, with policy 

limits of not less than «one million dollars  » ($ «1,000,000  » ) per accident, for bodily injury, death of any person, 

and property damage arising out of the ownership, maintenance, and use of those motor vehicles along with any 

other statutorily required automobile coverage. 

 

§ 5.1.3 The Contractor may achieve the required limits and coverage for Commercial General Liability and 

Automobile Liability through a combination of primary and excess or umbrella liability insurance, provided that 

such primary and excess or umbrella insurance policies result in the same or greater coverage as those required 

under Section 5.1.1 and 5.1.2, and in no event shall any excess or umbrella liability insurance provide narrower 

coverage than the primary policy. The excess policy shall not require exhaustion of the underlying limits only 

through the actual payment by the underlying insurers. 

 

§ 5.1.4 Workers’ Compensation at statutory limits. 

 

§ 5.1.5 Employers’ Liability with policy limits not less than «one million dollars  » ($ «1,000,000.00  » ) each 

accident, «one million dollars  » ($ «1,000,000.00  » ) each employee, and «one million dollars  » ($ «1,000,000  » ) 

policy limit. 

 

§ 5.1.6 The Contractor shall provide builder’s risk insurance to cover the total value of the entire Project on a 

replacement cost basis. 

 

§ 5.1.7 Other Insurance Provided by the Contractor 
(List below any other insurance coverage to be provided by the Contractor and any applicable limits.) 

 

Coverage Limits 
Performance Bond 

Payment Bond 

Statutory Bond   

100% of Contract Amount 

100% of Contract Amount 

100% of Contract Amount 

 

§ 5.2 The Owner shall be responsible for purchasing and maintaining the Owner’s usual liability insurance and shall 

provide property insurance to cover the value of the Owner’s property. The Contractor is entitled to receive an 

increase in the Contract Sum equal to the insurance proceeds related to a loss for damage to the Work covered by the 

Owner’s property insurance. 

 

§ 5.3 The Contractor shall obtain an endorsement to its Commercial General Liability insurance policy to provide 

coverage for the Contractor’s obligations under Section 8.12. 

 

§ 5.4 Prior to commencement of the Work, each party shall provide certificates of insurance showing their respective 

coverages. 
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§ 5.5 Unless specifically precluded by the Owner’s property insurance policy, the Owner and Contractor waive all 

rights against (1) each other and any of their subcontractors, suppliers, agents, and employees, each of the other; and 

(2) the Architect, Architect’s consultants, and any of their agents and employees, for damages caused by fire or other 

causes of loss to the extent those losses are covered by property insurance or other insurance applicable to the 

Project, except such rights as they have to the proceeds of such insurance. 

 

ARTICLE 6   GENERAL PROVISIONS 
§ 6.1 The Contract 
The Contract represents the entire and integrated agreement between the parties and supersedes prior negotiations, 

representations or agreements, either written or oral. The Contract may be amended or modified only by a written 

modification in accordance with Article 10. 

 

§ 6.2 The Work 
The term “Work” means the construction and services required by the Contract Documents, and includes all other 

labor, materials, equipment, and services provided, or to be provided, by the Contractor to fulfill the Contractor’s 

obligations. 

 

§ 6.3 Intent 
The intent of the Contract Documents is to include all items necessary for the proper execution and completion of 

the Work by the Contractor. The Contract Documents are complementary, and what is required by one shall be as 

binding as if required by all. 

 

§ 6.4 Ownership and Use of Architect’s Drawings, Specifications and Other Documents 
Documents prepared by the Architect are instruments of the Architect’s service for use solely with respect to this 

Project. The Architect shall retain all common law, statutory, and other reserved rights, including the copyright. The 

Contractor, subcontractors, sub-subcontractors, and suppliers are authorized to use and reproduce the instruments of 

service solely and exclusively for execution of the Work. The instruments of service may not be used for other 

Projects or for additions to this Project outside the scope of the Work without the specific written consent of the 

Architect. 

 

§ 6.5 Electronic Notice 
Written notice under this Agreement may be given by one party to the other by email as set forth below. 

(Insert requirements for delivering written notice by email such as name, title, and email address of the recipient, 

and whether and how the system will be required to generate a read receipt for the transmission.) 

 

« Electronic Notice is declined. Provide written notice.  » 

 

ARTICLE 7   OWNER 
§ 7.1 Information and Services Required of the Owner 
§ 7.1.1 If requested by the Contractor, the Owner shall furnish all necessary surveys and a legal description of the 

site. 

 

§ 7.1.2 Except for permits and fees under Section 8.7.1 that are the responsibility of the Contractor, the Owner shall 

obtain and pay for other necessary approvals, easements, assessments, and charges. 

 

§ 7.1.3 Prior to commencement of the Work, at the written request of the Contractor, the Owner shall furnish to the 

Contractor reasonable evidence that the Owner has made financial arrangements to fulfill the Owner’s obligations 

under the Contract. The Contractor shall have no obligation to commence the Work until the Owner provides such 

evidence. 

 

§ 7.2 Owner’s Right to Stop the Work 
If the Contractor fails to correct Work which is not in accordance with the Contract Documents, the Owner may 

direct the Contractor in writing to stop the Work until the correction is made. 

 

§ 7.3 Owner’s Right to Carry Out the Work 
If the Contractor defaults or neglects to carry out the Work in accordance with the Contract Documents and fails 

within a seven day period after receipt of written notice from the Owner to commence and continue correction of 
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such default or neglect with diligence and promptness, the Owner may, without prejudice to other remedies, correct 

such deficiencies. In such case, the Architect may withhold or nullify a Certificate for Payment in whole or in part, 

to the extent reasonably necessary to reimburse the Owner for the cost of correction, provided the actions of the 

Owner and amounts charged to the Contractor were approved by the Architect. 

 

§ 7.4 Owner’s Right to Perform Construction and to Award Separate Contracts 
§ 7.4.1 The Owner reserves the right to perform construction or operations related to the Project with the Owner’s 

own forces, and to award separate contracts in connection with other portions of the Project. 

 

§ 7.4.2 The Contractor shall coordinate and cooperate with the Owner’s own forces and separate contractors 

employed by the Owner. 

 

ARTICLE 8   CONTRACTOR 
§ 8.1 Review of Contract Documents and Field Conditions by Contractor 
§ 8.1.1 Execution of the Contract by the Contractor is a representation that the Contractor has visited the site, 

become familiar with local conditions under which the Work is to be performed, and correlated personal 

observations with requirements of the Contract Documents. 

 

§ 8.1.2 The Contractor shall carefully study and compare the Contract Documents with each other and with 

information furnished by the Owner. Before commencing activities, the Contractor shall (1) take field measurements 

and verify field conditions; (2) carefully compare this and other information known to the Contractor with the 

Contract Documents; and (3) promptly report errors, inconsistencies, or omissions discovered to the Architect. 

 

§ 8.2 Contractor’s Construction Schedule 
The Contractor, promptly after being awarded the Contract, shall prepare and submit for the Owner’s and 

Architect’s information a Contractor’s construction schedule for the Work. 

 

§ 8.3 Supervision and Construction Procedures 
§ 8.3.1 The Contractor shall supervise and direct the Work using the Contractor’s best skill and attention. The 

Contractor shall be solely responsible for and have control over construction means, methods, techniques, 

sequences, and procedures, and for coordinating all portions of the Work. 

 

§ 8.3.2 The Contractor, as soon as practicable after award of the Contract, shall furnish in writing to the Owner, 

through the Architect, the names of subcontractors or suppliers for each portion of the Work. The Contractor shall 

not contract with any subcontractor or supplier to whom the Owner or Architect have made a timely and reasonable 

objection. 

 

§ 8.4 Labor and Materials 
§ 8.4.1 Unless otherwise provided in the Contract Documents, the Contractor shall provide and pay for labor, 

materials, equipment, tools, utilities, transportation, and other facilities and services necessary for proper execution 

and completion of the Work. 

 

§ 8.4.2 The Contractor shall enforce strict discipline and good order among the Contractor’s employees and other 

persons carrying out the Contract Work. The Contractor shall not permit employment of unfit persons or persons not 

skilled in tasks assigned to them. 

 

§ 8.5 Warranty 
The Contractor warrants to the Owner and Architect that: (1) materials and equipment furnished under the Contract 

will be new and of good quality unless otherwise required or permitted by the Contract Documents; (2) the Work 

will be free from defects not inherent in the quality required or permitted; and (3) the Work will conform to the 

requirements of the Contract Documents. Any material or equipment warranties required by the Contract Documents 

shall be issued in the name of the Owner, or shall be transferable to the Owner, and shall commence in accordance 

with Section 12.5. 

 

§ 8.6 Taxes 
The Contractor shall pay sales, consumer, use, and similar taxes that are legally required when the Contract is 

executed. 

 



D
R

A
F

T

AIA Document A105™ – 2017. Copyright © 1993, 2007 and 2017 by The American Institute of Architects. All rights reserved. WARNING: This AIA®  

Document is protected by U.S. Copyright Law and International Treaties. Unauthorized reproduction or distribution of this AIA®  Document, 

or any portion of it, may result in severe civil and criminal penalties, and will be prosecuted to the maximum extent possible under the 

law. This draft was produced by AIA software at 16:58:06 ET on 03/05/2020 under Order No.5310322749 which expires on 03/06/2021, and is 

not for resale. 

User Notes:  (1517759315) 

 

7 

 

§ 8.7 Permits, Fees and Notices 
§ 8.7.1 The Contractor shall obtain and pay for the building permit and other permits and governmental fees, 

licenses, and inspections necessary for proper execution and completion of the Work. 

 

§ 8.7.2 The Contractor shall comply with and give notices required by agencies having jurisdiction over the Work. If 

the Contractor performs Work knowing it to be contrary to applicable laws, statutes, ordinances, codes, rules and 

regulations, or lawful orders of public authorities, the Contractor shall assume full responsibility for such Work and 

shall bear the attributable costs. The Contractor shall promptly notify the Architect in writing of any known 

inconsistencies in the Contract Documents with such governmental laws, rules, and regulations. 

 

§ 8.8 Submittals 
The Contractor shall promptly review, approve in writing, and submit to the Architect shop drawings, product data, 

samples, and similar submittals required by the Contract Documents. Shop drawings, product data, samples, and 

similar submittals are not Contract Documents. 

 

§ 8.9 Use of Site 
The Contractor shall confine operations at the site to areas permitted by law, ordinances, permits, the Contract 

Documents, and the Owner. 

 

§ 8.10 Cutting and Patching 
The Contractor shall be responsible for cutting, fitting, or patching required to complete the Work or to make its 

parts fit together properly. 

 

§ 8.11 Cleaning Up 
The Contractor shall keep the premises and surrounding area free from accumulation of debris and trash related to 

the Work. At the completion of the Work, the Contractor shall remove its tools, construction equipment, machinery, 

and surplus material; and shall properly dispose of waste materials. 

 

§ 8.12 Indemnification 
To the fullest extent permitted by law, the Contractor shall indemnify and hold harmless the Owner, Architect, 

Architect’s consultants, and agents and employees of any of them, from and against claims, damages, losses and 

expenses, including but not limited to attorneys’ fees, arising out of or resulting from performance of the Work, 

provided that such claim, damage, loss, or expense is attributable to bodily injury, sickness, disease or death, or to 

injury to or destruction of tangible property (other than the Work itself), but only to the extent caused by the 

negligent acts or omissions of the Contractor, a subcontractor, anyone directly or indirectly employed by them or 

anyone for whose acts they may be liable, regardless of whether or not such claim, damage, loss or expense is 

caused in part by a party indemnified hereunder. 

 

ARTICLE 9   ARCHITECT 
§ 9.1 The Architect will provide administration of the Contract as described in the Contract Documents. The 

Architect will have authority to act on behalf of the Owner only to the extent provided in the Contract Documents. 

 

§ 9.2 The Architect will visit the site at intervals appropriate to the stage of construction to become generally 

familiar with the progress and quality of the Work. 

 

§ 9.3 The Architect will not have control over or charge of, and will not be responsible for, construction means, 

methods, techniques, sequences, or procedures, or for safety precautions and programs in connection with the Work, 

since these are solely the Contractor’s responsibility. The Architect will not be responsible for the Contractor’s 

failure to carry out the Work in accordance with the Contract Documents. 

 

§ 9.4 Based on the Architect’s observations and evaluations of the Contractor’s Applications for Payment, the 

Architect will review and certify the amounts due the Contractor. 

 

§ 9.5 The Architect has authority to reject Work that does not conform to the Contract Documents. 

 

§ 9.6 The Architect will promptly review and approve or take appropriate action upon Contractor’s submittals, but 

only for the limited purpose of checking for conformance with information given and the design concept expressed 

in the Contract Documents. 
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§ 9.7 On written request from either the Owner or Contractor, the Architect will promptly interpret and decide 

matters concerning performance under, and requirements of, the Contract Documents. 

 

§ 9.8 Interpretations and decisions of the Architect will be consistent with the intent of, and reasonably inferable 

from the Contract Documents, and will be in writing or in the form of drawings. When making such interpretations 

and decisions, the Architect will endeavor to secure faithful performance by both Owner and Contractor, will not 

show partiality to either and will not be liable for results of interpretations or decisions rendered in good faith. 

 

§ 9.9 The Architect’s duties, responsibilities, and limits of authority as described in the Contract Documents shall not 

be changed without written consent of the Owner, Contractor, and Architect. Consent shall not be unreasonably 

withheld. 

 

ARTICLE 10   CHANGES IN THE WORK 
§ 10.1 The Owner, without invalidating the Contract, may order changes in the Work within the general scope of the 

Contract, consisting of additions, deletions or other revisions, and the Contract Sum and Contract Time shall be 

adjusted accordingly, in writing. If the Owner and Contractor cannot agree to a change in the Contract Sum, the 

Owner shall pay the Contractor its actual cost plus reasonable overhead and profit. 

 

§ 10.2 The Architect may authorize or order minor changes in the Work that are consistent with the intent of the 

Contract Documents and do not involve an adjustment in the Contract Sum or an extension of the Contract Time. 

Such authorization or order shall be in writing and shall be binding on the Owner and Contractor. The Contractor 

shall proceed with such minor changes promptly. 

 

§ 10.3 If concealed or unknown physical conditions are encountered at the site that differ materially from those 

indicated in the Contract Documents or from those conditions ordinarily found to exist, the Contract Sum and 

Contract Time shall be subject to equitable adjustment. 

 

ARTICLE 11   TIME 
§ 11.1 Time limits stated in the Contract Documents are of the essence of the Contract. 

 

§ 11.2 If the Contractor is delayed at any time in progress of the Work by changes ordered in the Work, or by labor 

disputes, fire, unusual delay in deliveries, unavoidable casualties, or other causes beyond the Contractor’s control, 

the Contract Time shall be subject to equitable adjustment. 

 

§ 11.3 Costs caused by delays or by improperly timed activities or defective construction shall be borne by the 

responsible party. 

 

ARTICLE 12   PAYMENTS AND COMPLETION 
§ 12.1 Contract Sum 
The Contract Sum stated in this Agreement, including authorized adjustments, is the total amount payable by the 

Owner to the Contractor for performance of the Work under the Contract Documents. 

 

§ 12.2 Applications for Payment 
§ 12.2.1 At least ten days before the date established for each progress payment, the Contractor shall submit to the 

Architect an itemized Application for Payment for Work completed in accordance with the values stated in this 

Agreement. The Application shall be supported by data substantiating the Contractor’s right to payment as the 

Owner or Architect may reasonably require, such as evidence of payments made to, and waivers of liens from, 

subcontractors and suppliers. Payments shall be made on account of materials and equipment delivered and suitably 

stored at the site for subsequent incorporation in the Work. If approved in advance by the Owner, payment may 

similarly be made for materials and equipment stored, and protected from damage, off the site at a location agreed 

upon in writing. 

 

§ 12.2.2 The Contractor warrants that title to all Work covered by an Application for Payment will pass to the Owner 

no later than the time of payment. The Contractor further warrants that upon submittal of an Application for 

Payment, all Work for which Certificates for Payment have been previously issued and payments received from the 

Owner shall, to the best of the Contractor’s knowledge, information, and belief, be free and clear of liens, claims, 

security interests, or other encumbrances adverse to the Owner’s interests. 
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§ 12.3 Certificates for Payment 
The Architect will, within seven days after receipt of the Contractor’s Application for Payment, either (1) issue to 

the Owner a Certificate for Payment in the full amount of the Application for Payment, with a copy to the 

Contractor; (2) issue to the Owner a Certificate for Payment for such amount as the Architect determines is properly 

due, and notify the Contractor and Owner in writing of the Architect’s reasons for withholding certification in part; 

or (3) withhold certification of the entire Application for Payment, and notify the Contractor and Owner of the 

Architect’s reason for withholding certification in whole. If certification or notification is not made within such 

seven day period, the Contractor may, upon seven additional days’ written notice to the Owner and Architect, stop 

the Work until payment of the amount owing has been received. The Contract Time and the Contract Sum shall be 

equitably adjusted due to the delay. 

 

§ 12.4 Progress Payments 
§ 12.4.1 After the Architect has issued a Certificate for Payment, the Owner shall make payment in the manner 

provided in the Contract Documents. 

 

§ 12.4.2 The Contractor shall promptly pay each subcontractor and supplier, upon receipt of payment from the 

Owner, an amount determined in accordance with the terms of the applicable subcontracts and purchase orders. 

 

§ 12.4.3 Neither the Owner nor the Architect shall have responsibility for payments to a subcontractor or supplier. 

 

§ 12.4.4 A Certificate for Payment, a progress payment, or partial or entire use or occupancy of the Project by the 

Owner shall not constitute acceptance of Work not in accordance with the requirements of the Contract Documents. 

 

§ 12.5 Substantial Completion 
§ 12.5.1 Substantial Completion is the stage in the progress of the Work when the Work or designated portion thereof 

is sufficiently complete in accordance with the Contract Documents so the Owner can occupy or utilize the Work for 

its intended use. 

 

§ 12.5.2 When the Contractor believes that the Work or designated portion thereof is substantially complete, it will 

notify the Architect and the Architect will make an inspection to determine whether the Work is substantially 

complete. When the Architect determines that the Work is substantially complete, the Architect shall prepare a 

Certificate of Substantial Completion that shall establish the date of Substantial Completion, establish the 

responsibilities of the Owner and Contractor, and fix the time within which the Contractor shall finish all items on 

the list accompanying the Certificate. Warranties required by the Contract Documents shall commence on the date 

of Substantial Completion of the Work or designated portion thereof unless otherwise provided in the Certificate of 

Substantial Completion. 

 

§ 12.6 Final Completion and Final Payment 
§ 12.6.1 Upon receipt of a final Application for Payment, the Architect will inspect the Work. When the Architect 

finds the Work acceptable and the Contract fully performed, the Architect will promptly issue a final Certificate for 

Payment. 

 

§ 12.6.2 Final payment shall not become due until the Contractor submits to the Architect releases and waivers of 

liens, and data establishing payment or satisfaction of obligations, such as receipts, claims, security interests, or 

encumbrances arising out of the Contract. 

 

§ 12.6.3 Acceptance of final payment by the Contractor, a subcontractor or supplier shall constitute a waiver of 

claims by that payee except those previously made in writing and identified by that payee as unsettled at the time of 

final Application for Payment. 

 

ARTICLE 13   PROTECTION OF PERSONS AND PROPERTY 
The Contractor shall be responsible for initiating, maintaining and supervising all safety precautions and programs, 

including all those required by law in connection with performance of the Contract. The Contractor shall take 

reasonable precautions to prevent damage, injury, or loss to employees on the Work and other persons who may be 

affected thereby, the Work and materials and equipment to be incorporated therein, and other property at the site or 

adjacent thereto. The Contractor shall promptly remedy damage and loss to property caused in whole or in part by 

the Contractor, or by anyone for whose acts the Contractor may be liable. 
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ARTICLE 14   CORRECTION OF WORK 
§ 14.1 The Contractor shall promptly correct Work rejected by the Architect as failing to conform to the 

requirements of the Contract Documents. The Contractor shall bear the cost of correcting such rejected Work, 

including the costs of uncovering, replacement, and additional testing. 

 

§ 14.2 In addition to the Contractor’s other obligations including warranties under the Contract, the Contractor shall, 

for a period of one year after Substantial Completion, correct work not conforming to the requirements of the 

Contract Documents. 

 

§ 14.3 If the Contractor fails to correct nonconforming Work within a reasonable time, the Owner may correct it in 

accordance with Section 7.3. 

 

ARTICLE 15   MISCELLANEOUS PROVISIONS 
§ 15.1 Assignment of Contract 
Neither party to the Contract shall assign the Contract as a whole without written consent of the other. 

 

§ 15.2 Tests and Inspections 
§ 15.2.1 At the appropriate times, the Contractor shall arrange and bear cost of tests, inspections, and approvals of 

portions of the Work required by the Contract Documents or by laws, statutes, ordinances, codes, rules and 

regulations, or lawful orders of public authorities. 

 

§ 15.2.2 If the Architect requires additional testing, the Contractor shall perform those tests. 

 

§ 15.2.3 The Owner shall bear cost of tests, inspections, or approvals that do not become requirements until after the 

Contract is executed. The Owner shall directly arrange and pay for tests, inspections, or approvals where building 

codes or applicable laws or regulations so require. 

 

§ 15.3 Governing Law 
The Contract shall be governed by the law of the place where the Project is located, excluding that jurisdiction’s 

choice of law rules. 

 

ARTICLE 16   TERMINATION OF THE CONTRACT 
§ 16.1 Termination by the Contractor 
If the Work is stopped under Section 12.3 for a period of 14 days through no fault of the Contractor, the Contractor 

may, upon seven additional days’ written notice to the Owner and Architect, terminate the Contract and recover 

from the Owner payment for Work executed including reasonable overhead and profit, and costs incurred by reason 

of such termination. 

 

§ 16.2 Termination by the Owner for Cause 
§ 16.2.1 The Owner may terminate the Contract if the Contractor 

.1 repeatedly refuses or fails to supply enough properly skilled workers or proper materials; 

.2 fails to make payment to subcontractors for materials or labor in accordance with the respective 

agreements between the Contractor and the subcontractors; 

.3 repeatedly disregards applicable laws, statutes, ordinances, codes, rules and regulations, or lawful 

orders of a public authority; or 

.4 is otherwise guilty of substantial breach of a provision of the Contract Documents. 

 

§ 16.2.2 When any of the above reasons exist, the Owner, after consultation with the Architect, may without 

prejudice to any other rights or remedies of the Owner and after giving the Contractor and the Contractor’s surety, if 

any, seven days’ written notice, terminate employment of the Contractor and may 

.1 take possession of the site and of all materials thereon owned by the Contractor, and 

.2 finish the Work by whatever reasonable method the Owner may deem expedient. 

 

§ 16.2.3 When the Owner terminates the Contract for one of the reasons stated in Section 16.2.1, the Contractor shall 

not be entitled to receive further payment until the Work is finished. 
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§ 16.2.4 If the unpaid balance of the Contract Sum exceeds costs of finishing the Work, such excess shall be paid to 

the Contractor. If such costs exceed the unpaid balance, the Contractor shall pay the difference to the Owner. This 

obligation for payment shall survive termination of the Contract. 

 

§ 16.3 Termination by the Owner for Convenience 
The Owner may, at any time, terminate the Contract for the Owner’s convenience and without cause. The Contractor 

shall be entitled to receive payment for Work executed, and costs incurred by reason of such termination, along with 

reasonable overhead and profit on the Work not executed. 

 

ARTICLE 17   OTHER TERMS AND CONDITIONS 
(Insert any other terms or conditions below.) 

 

«  » 

 

This Agreement entered into as of the day and year first written above. 

(If required by law, insert cancellation period, disclosures or other warning statements above the signatures.) 

 

«  » 

 

 

       

OWNER (Signature) 
 

CONTRACTOR (Signature) 

«  »«  »  «  »«  »  

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

  LICENSE NO.: 

  JURISDICTION: 
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SUMMARY 011000 - 1 

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. Type of the Contract. 
3. Work by Owner and under other contracts. 
4. Use of premises. 
5. Owner's occupancy requirements. 
6. Work restrictions. 
7. Specification formats and conventions. 

B. Related Sections include the following: 
1. Division 01 Section "Temporary Facilities and Controls" for limitations and procedures 

governing temporary use of Owner's facilities. 
2. Request for Proposal, Instruction to Bidders, and Bid Form 

1.3 WORK COVERED BY CONTRACT DOCUMENTS 

A. Project Identification:  Topeka & Shawnee County Public Library – Room 123 Remodel 

1.4 Project Location:   

A. 1515 SW 10th Ave, Topeka, KS 66604 

B. Owner:  Topeka & Shawnee County Public Library 
1. Owner's Representative:  Thad Hartman, Chief of Staff 785-580-4481

 thartman@tscpl.org 

C. Architect:  HTK Architects, 900 S Kansas Ave. Suite 200, Topeka, KS 66612 

D. Engineer: Latimer Sommers & Associates, 3639 SW Summerfield Drive, Suite A, Topeka, KS 
66614 

E. The Work consists of the following: 
1. The work includes demoing existing finishes and fixtures, then providing new finishes, 

fixtures, ceilings and accessories. The area of work is identified on the drawings. 
Furniture will be furnished and installed through a separate contract.  

1.5 TYPE OF CONTRACT 
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A. Project will be constructed under a single prime contract. 

B. A Building Permit is required for the work. The Contractor is responsible for submitting plans 
and specifications, and all other documents require to obtain the required permits. Contractor is 
responsible for any and all costs associated.  

1.6 WORK PHASES 

A. The phasing of demolition activities shall be directed by the General Contractor and coordinated 
with notes provided in the drawings.  

B. Before commencing Work of each phase, submit a schedule showing the sequence, 
commencement and completion dates, and move-out and -in dates of Owner's personnel for all 
phases of the Work. 

1.7 WORK UNDER OTHER CONTRACTS 

A. General:  Cooperate fully with separate contractors so work on those contracts may be carried 
out smoothly, without interfering with or delaying work under this Contract.  Coordinate the Work 
of this Contract with work performed under separate contracts. 

1.8 USE OF PREMISES 

A. General: Contractor shall have limited use of premises for construction operations.  

B. Use of Site:  Limit use of premises to areas within the Contract limits indicated.  Do not disturb 
portions of Project site beyond areas in which the Work is indicated. 

1. Owner Occupancy:  Owner will occupy property during construction.  
2. Driveways and Entrances:  Keep driveways loading areas, and entrances 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. 

a. Schedule deliveries to minimize use of driveways and entrances. 
b. Schedule deliveries to minimize space and time requirements for storage of 

materials and equipment on-site. 
c. Schedule deliveries to not interfere with the owner’s bus drop off & pick up 

schedule. 

C. Use of Existing Building:  Maintain existing building in a weathertight condition throughout 
construction period.  Repair damage caused by construction operations.  Protect building and 
its occupants during construction period. 

D. No smoking or tobacco products are permitted on the property. 

1.9 OWNER'S OCCUPANCY REQUIREMENTS 

A. Owner Occupancy of Completed Areas of Construction:  Owner reserves the right to occupy 
and to place and install equipment in completed areas of building, before Substantial 
Completion, provided such occupancy does not interfere with completion of the Work.  Such 
placement of equipment and partial occupancy shall not constitute acceptance of the total Work. 
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1. Architect will prepare a Certificate of Substantial Completion for each specific portion of 
the Work to be occupied before Owner occupancy. 

2. Obtain a Certificate of Occupancy from authorities having jurisdiction before Owner 
occupancy. 

3. Before partial Owner occupancy, mechanical and electrical systems shall be fully 
operational, and required tests and inspections shall be successfully completed.  On 
occupancy, Owner will operate and maintain mechanical and electrical systems serving 
occupied portions of building. 

4. On occupancy, Owner will assume responsibility for maintenance and custodial service 
for occupied portions of building. 

1.10 SPECIFICATION FORMATS AND CONVENTIONS 

A. 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. Imperative mood and streamlined language are generally used in the Specifications.  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. 

2. Specification requirements are to be performed by Contractor unless specifically stated 
otherwise. 

B. Division 01 General Requirements:  Requirements of Sections in Division 01 apply to the Work 
of all Sections in the Specifications. 

C. Drawing Coordination:  Requirements for materials and products identified on Drawings are 
described in detail in the Specifications.  One or more of the following are used on Drawings to 
identify materials and products: 
1. Terminology:  Materials and products are identified by the typical generic terms used in 

the individual Specifications Sections. 
2. Abbreviations:  Materials and products are identified by abbreviations published as part of 

the U.S. National CAD Standard and scheduled on Drawings. 

PART 2 - PRODUCTS (Not Used) 

PART 3 - EXECUTION (Not Used) 

END OF SECTION 011000 
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SECTION 012100 - ALLOWANCES 

PART 1 - GENERAL 

1.1 SUMMARY 

A. Section includes administrative and procedural requirements governing allowances. 

B. Types of allowances include the following: 
1. Lump-sum allowances. 

C. Related Requirements: 

1. Section 014000 "Quality Requirements" for procedures governing the use of 
allowances for testing and inspecting. 

1.2 SELECTION AND PURCHASE 

A. At the earliest practical date after award of the Contract, advise Architect of the date when 
final selection and purchase of each product or system described by an allowance must be 
completed to avoid delaying the Work. 

B. At Architect's request, obtain proposals for each allowance for use in making final 
selections.  Include recommendations that are relevant to performing the Work. 

C. Purchase products and systems selected by Architect from the designated supplier. 

1.3 ACTION SUBMITTALS 

A. Submit proposals for purchase of products or systems included in allowances, in the form 
specified for Change Orders. 

1.4 INFORMATIONAL SUBMITTALS 

A. Submit invoices or delivery slips to show actual quantities of materials delivered to the site 
for use in fulfillment of each allowance. 

B. Coordinate and process submittals for allowance items in same manner as for other portions 
of the Work. 

1.5 COORDINATION 

A. Coordinate allowance items with other portions of the Work.  Furnish templates as required 
to coordinate installation. 

1.6 LUMP-SUM ALLOWANCES 

A. Allowance shall include cost to Contractor of specific products and materials ordered by 
Owner or selected by Architect under allowance and shall include freight and delivery to 
Project site. 

B. Unless otherwise indicated, Contractor's costs for receiving and handling at Project site, 
labor, installation, overhead and profit, and similar costs related to products and materials 
selected by Architect under allowance shall be included as part of the Contract Sum and not 
part of the allowance. 
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C. Unused Materials:  Return unused materials purchased under an allowance to manufacturer 
or supplier for credit to Owner, after installation has been completed and accepted. 
1. Unused allowances or partially used allowances may be applied toward change order 

items that are unrelated to the allowance. GC overhead and profit for allowances, 
shall be included in base bid. 

1.7 ADJUSTMENT OF ALLOWANCES 

A. Allowance Adjustment:  To adjust allowance amounts, prepare a Change Order proposal 
based on the difference between purchase amount and the allowance, multiplied by final 
measurement of work-in-place where applicable.  If applicable, include reasonable 
allowances for cutting losses, tolerances, mixing wastes, normal product imperfections, and 
similar margins. 

B. Submit claims for increased costs because of a change in scope or nature of the allowance 
described in the Contract Documents, whether for the purchase order amount or 
Contractor's handling, labor, installation, overhead, and profit. 
1. Do not include Contractor's or subcontractor's indirect expense in the Change Order 

cost amount unless it is clearly shown that the nature or extent of work has changed 
from what could have been foreseen from information in the Contract Documents. 

2. No change to Contractor's indirect expense is permitted for selection of higher- or 
lower-priced materials or systems of the same scope and nature as originally 
indicated.  No change to Contractor's indirect expense is permitted for unrelated work 
done with excess allowance.  
 

PART 2 - PRODUCTS (Not Used) 

 

PART 3 - EXECUTION 

3.1 EXAMINATION 

A. Examine products covered by an allowance promptly on delivery for damage or defects.  
Return damaged or defective products to manufacturer for replacement. 

3.2 PREPARATION 

A. Coordinate materials and their installation for each allowance with related materials and 
installations to ensure that each allowance item is completely integrated and interfaced with 
related work. 

3.3 SCHEDULE OF ALLOWANCES 

A. Allowance No. 1:  Unforeseen Conditions:  Include the sum of $10,000 
1. This allowance is for work required due to unforeseen conditions encountered during 

construction and includes material cost, receiving, handling, and installation. General 
Contractor overhead and profit shall be included in base bid. 

END OF SECTION 012100 
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SECTION 01 2600 - CONTRACT MODIFICATION PROCEDURES 

PART 1 - GENERAL 

1.1 SUMMARY 

A. Section includes administrative and procedural requirements for handling and processing 
Contract modifications. 

1.2 MINOR CHANGES IN THE WORK 

A. Architect will issue supplemental instructions authorizing minor changes in the Work, not 
involving adjustment to the Contract Sum or the Contract Time. 

1.3 PROPOSAL REQUESTS 

A. Owner-Initiated Proposal Requests:  Architect will issue a detailed description of proposed 
changes in the Work that may require adjustment to the Contract Sum or the Contract 
Time.  If necessary, the description will include supplemental or revised Drawings and 
Specifications. 

1. Work Change Proposal Requests issued by Architect are not instructions either to 
stop work in progress or to execute the proposed change. 

2. Within time specified in Proposal Request or 20 days, when not otherwise specified, 
after receipt of Proposal Request, submit a quotation estimating cost adjustments to 
the Contract Sum and the Contract Time necessary to execute the change. 

a. Include a list of quantities of products required or eliminated and unit costs, 
with total amount of purchases and credits to be made.  If requested, furnish 
survey data to substantiate quantities. 

b. Indicate applicable taxes, delivery charges, equipment rental, and amounts of 
trade discounts. 

c. Include costs of labor and supervision directly attributable to the change. 
d. Include an updated Contractor's construction schedule that indicates the effect 

of the change, including, but not limited to, changes in activity duration, start 
and finish times, and activity relationship.  Use available total float before 
requesting an extension of the Contract Time. 

B. Contractor-Initiated Work Change Proposals:  If latent or changed conditions require 
modifications to the Contract, Contractor may initiate a claim by submitting a request for a 
change to Architect. 

1. Include a statement outlining reasons for the change and the effect of the change on 
the Work.  Provide a complete description of the proposed change.  Indicate the 
effect of the proposed change on the Contract Sum and the Contract Time. 

2. Include a list of quantities of products required or eliminated and unit costs, with total 
amount of purchases and credits to be made.  If requested, furnish survey data to 
substantiate quantities. 

3. Indicate applicable taxes, delivery charges, equipment rental, and amounts of trade 
discounts. 

4. Include costs of labor and supervision directly attributable to the change. 
5. Include an updated Contractor's construction schedule that indicates the effect of the 

change, including, but not limited to, changes in activity duration, start and finish 
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times, and activity relationship.  Use available total float before requesting an 
extension of the Contract Time. 

6. Comply with requirements in Section 012500 "Substitution Procedures" if the 
proposed change requires substitution of one product or system for product or 
system specified. 

1.4 CHANGE ORDER PROCEDURES 

A. On Owner's approval of a Work Changes Proposal Request, Architect will issue a Change 
Order for signatures of Owner and Contractor on AIA Document G701. 

1.5 CONSTRUCTION CHANGE DIRECTIVE 

1. Change Directive contains a complete description of change in the Work.  It also 
designates method to be followed to determine change in the Contract Sum or the 
Contract Time. 

B. Documentation:  Maintain detailed records on a time and material basis of work required by 
the Change Directive. 

1. After completion of change, submit an itemized account and supporting data 
necessary to substantiate cost and time adjustments to the Contract. 

PART 2 - PRODUCTS (Not Used) 

PART 3 - EXECUTION (Not Used) 

END OF SECTION 01 2600 
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SECTION 01 2900 - PAYMENT PROCEDURES 

PART 1 - GENERAL  

1.1 SUMMARY 

A. Section includes administrative and procedural requirements necessary to prepare and 
process Applications for Payment. 

B. Related Requirements: 

1. Section 012600 "Contract Modification Procedures" for administrative procedures for 
handling changes to the Contract. 

2. Section 013200 "Construction Progress Documentation" for administrative 
requirements governing the preparation and submittal of the Contractor's 
construction schedule. 

1.2 SCHEDULE OF VALUES 

A. Coordination:  Coordinate preparation of the schedule of values with preparation of 
Contractor's construction schedule. 

1. Coordinate line items in the schedule of values with other required administrative 
forms and schedules, including the following: 

a. Application for Payment forms with continuation sheets. 
b. Submittal schedule. 
c. Items required to be indicated as separate activities in Contractor's 

construction schedule. 

2. Submit the schedule of values to Architect at earliest possible date but no later than 
seven days before the date scheduled for submittal of initial Applications for 
Payment. 

B. Format and Content:  Use Project Manual table of contents as a guide to establish line 
items for the schedule of values.  Provide at least one line item for each Specification 
Section. 

1. Identification:  Include the following Project identification on the schedule of values: 

a. Project name and location. 
b. Name of Architect. 
c. Architect's project number. 
d. Contractor's name and address. 
e. Date of submittal. 

2. Arrange schedule of values consistent with format of AIA Document G703. 
3. Round amounts to nearest whole dollar; total shall equal the Contract Sum. 
4. Provide a separate line item in the schedule of values for each part of the Work 

where Applications for Payment may include materials or equipment purchased or 
fabricated and stored, but not yet installed. 

5. Provide separate line items in the schedule of values for initial cost of materials, for 
each subsequent stage of completion, and for total installed value of that part of the 
Work. 
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6. Each item in the schedule of values and Applications for Payment shall be complete.  
Include total cost and proportionate share of general overhead and profit for each 
item. 

a. Temporary facilities and other major cost items that are not direct cost of actual 
work-in-place may be shown either as separate line items in the schedule of 
values or distributed as general overhead expense, at Contractor's option. 

7. Schedule Updating:  Update and resubmit the schedule of values before the next 
Applications for Payment when Change Orders or Construction Change Directives 
result in a change in the Contract Sum. 

1.3 APPLICATIONS FOR PAYMENT 

A. Each Application for Payment shall be consistent with previous applications and payments 
as certified by Architect and paid for by Owner. 

1. Initial Application for Payment, Application for Payment at time of Substantial 
Completion, and final Application for Payment involve additional requirements. 

B. Payment Application Times:  The date for each progress payment is indicated in the 
Agreement between Owner and Contractor.  The period of construction work covered by 
each Application for Payment is the period indicated in the Agreement. 

C. Application for Payment Forms:  Use AIA Document G702 and AIA Document G703 as 
form for Applications for Payment. 

D. Application Preparation:  Complete every entry on form.  Notarize and execute by a person 
authorized to sign legal documents on behalf of Contractor.  Architect will return incomplete 
applications without action. 

1. Entries shall match data on the schedule of values and Contractor's construction 
schedule.  Use updated schedules if revisions were made. 

2. Include amounts of Change Orders and Construction Change Directives issued 
before last day of construction period covered by application. 

E. Transmittal:  Submit three signed and notarized original copies of each Application for 
Payment to Architect. One copy shall include waivers of lien and similar attachments if 
required. 

1. Transmit each copy with a transmittal form listing attachments and recording 
appropriate information about application. 

F. Waivers of Mechanic's Lien:  If required, with each Application for Payment, submit waivers 
of mechanic's lien from entities lawfully entitled to file a mechanic's lien arising out of the 
Contract and related to the Work covered by the payment. 

1. Submit partial waivers on each item for amount requested in previous application, 
after deduction for retainage, on each item. 

2. When an application shows completion of an item, submit conditional final or full 
waivers. 

3. Owner reserves the right to designate which entities involved in the Work must 
submit waivers. 

G. Initial Application for Payment:  Administrative actions and submittals that must precede or 
coincide with submittal of first Application for Payment include the following: 

1. List of subcontractors. 
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2. Schedule of values. 
3. Contractor's construction schedule (preliminary if not final). 
4. Submittal schedule (preliminary if not final). 
5. List of Contractor's staff assignments. 
6. List of Contractor's principal consultants. 
7. Copies of building permits. 
8. Copies of authorizations and licenses from authorities having jurisdiction for 

performance of the Work. 
9. Initial progress report. 
10. Report of preconstruction conference. 
11. Certificates of insurance and insurance policies. 

H. Application for Payment at Substantial Completion:  After Architect issues the Certificate of 
Substantial Completion, submit an Application for Payment showing 100 percent 
completion for portion of the Work claimed as substantially complete. 

1. Include documentation supporting claim that the Work is substantially complete and a 
statement showing an accounting of changes to the Contract Sum. 

2. This application shall reflect Certificates of Partial Substantial Completion issued 
previously for Owner occupancy of designated portions of the Work. 

I. Final Payment Application:  After completing Project closeout requirements, submit final 
Application for Payment with releases and supporting documentation not previously 
submitted and accepted, including, but not limited, to the following: 

1. Evidence of completion of Project closeout requirements. 
2. Insurance certificates for products and completed operations where required and 

proof that taxes, fees, and similar obligations were paid. 
3. Updated final statement, accounting for final changes to the Contract Sum. 
4. AIA Document G706-1994, "Contractor's Affidavit of Payment of Debts and Claims." 
5. AIA Document G706A-1994, "Contractor's Affidavit of Release of Liens." 
6. AIA Document G707-1994, "Consent of Surety to Final Payment." 
7. Evidence that claims have been settled. 
8. Final meter readings for utilities, a measured record of stored fuel, and similar data 

as of date of Substantial Completion or when Owner took possession of and 
assumed responsibility for corresponding elements of the Work. 

9. Final liquidated damages settlement statement. 

PART 2 - PRODUCTS (Not Used) 

PART 3 - EXECUTION (Not Used) 

END OF SECTION 01 2900 
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SECTION 01 3100 - PROJECT MANAGEMENT AND COORDINATION 

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 provisions for coordinating construction operations on Project 
including, but not limited to, the following: 

1. Administrative and supervisory personnel. 
2. Requests for Information (RFIs). 
3. Project meetings. 

B. Related Sections: 

1. Division 01 Section "Construction Progress Documentation" for preparing and submitting 
Contractor's construction schedule. 

2. Division 01 Section "Execution" for procedures for coordinating general installation and 
field-engineering services, including establishment of benchmarks and control points. 

3. Division 01 Section "Closeout Procedures" for coordinating closeout of the Contract 

1.3 DEFINITIONS 

A. RFI:  Request to Owner, Architect, or Contractor seeking information from each other during 
construction. 

1.4 KEY PERSONNEL 

A. Key Personnel Names:  Within 15 days of starting construction operations, submit a list of key 
personnel assignments, including superintendent and other personnel in attendance at Project 
site.  Identify individuals and their duties and responsibilities; list addresses and telephone 
numbers, including home, office, and cellular telephone numbers and email addresses.  Provide 
names, addresses, and telephone numbers of individuals assigned as standbys in the absence 
of individuals assigned to Project. 

1. Post copies of list in project meeting room, in temporary field office, and by each 
temporary telephone.  Keep list current at all times. 

1.5 REQUESTS FOR INFORMATION (RFIs) 

A. General:  Immediately on discovery of the need for additional information or interpretation of the 
Contract Documents, Contractor shall prepare and submit an RFI in the form specified. 

1. Architect will return RFIs submitted to Architect by other entities controlled by Contractor 
with no response. 

2. Coordinate and submit RFIs in a prompt manner so as to avoid delays in Contractor's 
work or work of subcontractors. 
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B. Content of the RFI:  Include a detailed, legible description of item needing information or interpretation 
and the following: 

1. Project name. 
2. Project number. 
3. Date. 
4. Name of Contractor. 
5. Name of Architect. 
6. RFI number, numbered sequentially. 
7. RFI subject. 
8. Specification Section number and title and related paragraphs, as appropriate. 
9. Drawing number and detail references, as appropriate. 
10. Field dimensions and conditions, as appropriate. 
11. Contractor's suggested resolution.  If Contractor's solution(s) impacts the Contract Time 

or the Contract Sum, Contractor shall state impact in the RFI. 
12. Contractor's signature. 
13. Attachments:  Include sketches, descriptions, measurements, photos, Product Data, 

Shop Drawings, coordination drawings, and other information necessary to fully describe 
items needing interpretation. 

a. Include dimensions, thicknesses, structural grid references, and details of affected 
materials, assemblies, and attachments on attached sketches. 

C. RFI Forms:  Software-generated form with substantially the same content as indicated above, 
acceptable to Architect. 

D. Architect's Action:  Architect will review each RFI, determine action required, and respond.  
Allow seven working days for Architect's response for each RFI.  RFIs received by Architect 
after 1:00 p.m. will be considered as received the following working day. 

1. The following RFIs will be returned without action: 

a. Requests for approval of submittals. 
b. Requests for approval of substitutions. 
c. Requests for coordination information already indicated in the Contract 

Documents. 
d. Requests for adjustments in the Contract Time or the Contract Sum. 
e. Requests for interpretation of Architect's actions on submittals. 
f. Incomplete RFIs or inaccurately prepared RFIs. 

2. Architect's action may include a request for additional information, in which case 
Architect's time for response will date from time of receipt of additional information. 

3. Architect's action on RFIs that may result in a change to the Contract Time or the 
Contract Sum may be eligible for Contractor to submit Change Proposal according to 
Division 01 Section "Contract Modification Procedures." 

a. If Contractor believes the RFI response warrants change in the Contract Time or 
the Contract Sum, notify Architect in writing within 10 days of receipt of the RFI 
response. 

E. On receipt of Architect's action, update the RFI log and immediately distribute the RFI response 
to affected parties.  Review response and notify Architect within seven days if Contractor 
disagrees with response. 
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F. RFI Log:  Prepare, maintain, and submit a tabular log of RFIs organized by the RFI number.  
Submit log monthly at progress meetings.  Use CSI Log Form 13.2B or software generated log. 
Include the following:  

1. Project name. 
2. Name and address of Contractor. 
3. Name and address of Architect. 
4. RFI number including RFIs that were dropped and not submitted. 
5. RFI description. 
6. Date the RFI was submitted. 
7. Date Architect's response was received. 
8. Identification of related Minor Change in the Work, Construction Change Directive, and 

Proposal Request, as appropriate. 
9. Identification of related Field Order, Work Change Directive, and Proposal Request, as 

appropriate. 

1.6 PROJECT MEETINGS 

A. General:  Schedule and conduct meetings and conferences at Project site, unless otherwise 
indicated. 

1. Attendees:  Inform participants and others involved, and individuals whose presence is 
required, of date and time of each meeting.  Notify Owner and Architect of scheduled 
meeting dates and times. 

2. Agenda:  Prepare the meeting agenda.  Distribute the agenda to all invited attendees. 
3. Minutes:  Entity responsible for conducting meeting will record significant discussions and 

agreements achieved.  Distribute the meeting minutes to everyone concerned, including 
Owner and Architect, within three days of the meeting. 

B. Preconstruction Conference:  Schedule and conduct a preconstruction conference before starting 
construction, at a time convenient to Owner and Architect, but no later than 15 days after execution 
of the Agreement. 

1. Conduct the conference to review responsibilities and personnel assignments. 
2. Attendees:  Authorized representatives of Owner, Architect, and their consultants; 

Contractor and its superintendent; major subcontractors; suppliers; and other concerned 
parties shall attend the conference.  Participants at the conference shall be familiar with 
Project and authorized to conclude matters relating to the Work. 

3. Agenda:  Discuss items of significance that could affect progress, including the following: 

a. Tentative construction schedule. 
b. Phasing. 
c. Critical work sequencing and long-lead items. 
d. Designation of key personnel and their duties. 
e. Lines of communications. 
f. Procedures for processing field decisions and Change Orders. 
g. Procedures for RFIs. 
h. Procedures for testing and inspecting. 
i. Procedures for processing Applications for Payment. 
j. Distribution of the Contract Documents. 
k. Submittal procedures. 
l. Preparation of record documents. 
m. Use of the premises and existing building. 
n. Work restrictions. 
o. Working hours. 
p. Owner's occupancy requirements. 
q. Responsibility for temporary facilities and controls. 
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r. Procedures for disruptions and shutdowns. 
s. Construction waste management and recycling. 
t. Parking availability. 
u. Office, work, and storage areas. 
v. Equipment deliveries and priorities. 
w. First aid. 
x. Security. 
y. Progress cleaning. 

4. Minutes:  The Contractor is responsible for conducting the meeting and shall record and 
distribute meeting minutes. 

C. Preinstallation Conferences:  Conduct a preinstallation conference at Project site before each 
construction activity that requires coordination with other construction or as requested by 
Architect. 

1. Attendees:  Installer and representatives of manufacturers and fabricators involved in or 
affected by the installation and its coordination or integration with other materials and 
installations that have preceded or will follow, shall attend the meeting.  Advise Architect 
of scheduled meeting dates. 

2. Agenda:  Review progress of other construction activities and preparations for the 
particular activity under consideration, including requirements for the following: 

a. Options. 
b. Related RFIs. 
c. Related Change Orders. 
d. Review of mockups. 
e. Possible conflicts. 
f. Compatibility problems. 
g. Time schedules. 
h. Space and access limitations. 
i. Installation procedures. 
j. Required performance results. 
k. Protection of adjacent work. 

3. Record significant conference discussions, agreements, and disagreements, including 
required corrective measures and actions. 

4. Reporting:  Distribute minutes of the meeting to each party present and to other parties 
requiring information. 

5. Do not proceed with installation if the conference cannot be successfully concluded.  
Initiate whatever actions are necessary to resolve impediments to performance of the 
Work and reconvene the conference at earliest feasible date. 

D. Progress Meetings:  Conduct progress meetings at bi-weekly intervals. 

1. Coordinate dates of meetings with preparation of payment requests. 
2. Attendees:  In addition to representatives of Owner and Architect, each contractor, 

subcontractor, supplier, and other entity concerned with current progress or involved in 
planning, coordination, or performance of future activities shall be represented at these 
meetings.  All participants at the meeting shall be familiar with Project and authorized to 
conclude matters relating to the Work. 

3. Agenda:  Review and correct or approve minutes of previous progress meeting.  Review 
other items of significance that could affect progress.  Include topics for discussion as 
appropriate to status of Project. 

a. Contractor's Construction Schedule:  Review progress since the last meeting.  
Determine whether each activity is on time, ahead of schedule, or behind 
schedule, in relation to Contractor's construction schedule.  Determine how 
construction behind schedule will be expedited; secure commitments from parties 
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involved to do so.  Discuss whether schedule revisions are required to ensure that 
current and subsequent activities will be completed within the Contract Time. 

1) Review schedule for next period.Review present and future needs of each 
entity present, including the following: 

2) Interface requirements. 
3) Sequence of operations. 
4) Status of submittals. 
5) Deliveries. 
6) Off-site fabrication. 
7) Access. 
8) Site utilization. 
9) Temporary facilities and controls. 
10) Progress cleaning. 
11) Quality and work standards. 
12) Status of correction of deficient items. 
13) Field observations. 
14) Status of RFIs. 
15) Status of proposal requests. 
16) Pending changes. 
17) Status of Change Orders. 
18) Pending claims and disputes. 
19) Documentation of information for payment requests. 

4. Minutes:  The Contractor is responsible for conducting the meeting and will record 
meeting minutes; incorporating detailed submittal, RFI, change order, etc. status reports 
prepared by the Contractor.  The Contractor will distribute the meeting minutes to the 
Architect who will distribute to each party present and to parties requiring information. 

a. Schedule Updating:  Revise Contractor's construction schedule after each 
progress meeting where revisions to the schedule have been made or recognized.  
Issue revised schedule concurrently with the report of each meeting. 

PART 2 - PRODUCTS (Not Used) 

PART 3 - EXECUTION (Not Used) 

END OF SECTION 01 3100 
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SECTION 01 3200 - CONSTRUCTION PROGRESS DOCUMENTATION 

PART 1 - GENERAL 

1.1 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. Site condition reports. 

1.2 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. Critical Path:  The longest connected chain of interdependent activities through the network 
schedule that establishes the minimum overall Project duration and contains no float. 

C. Float:  The measure of leeway in starting and completing an activity. 

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. 

1.3 INFORMATIONAL SUBMITTALS 

A. Format for Submittals:  Submit required submittals in the following format: 

1. PDF electronic file starting with the specification section number. 

B. Contractor's Construction Schedule:  Initial schedule, of size required to display entire 
schedule for entire construction period. 

1.4 COORDINATION 

A. Coordinate Contractor's construction schedule with the schedule of values, list of 
subcontracts, submittal schedule, progress reports, payment requests, and other required 
schedules and reports. 

1. Secure time commitments for performing critical elements of the Work from entities 
involved. 

2. Coordinate each construction activity in the network with other activities and schedule 
them in proper sequence. 
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PART 2 - PRODUCTS 

2.1 CONTRACTOR'S CONSTRUCTION SCHEDULE, GENERAL 

A. Time Frame:  Extend schedule from date established for the Notice to Proceed 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 story or 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 days, unless 
specifically allowed by Architect. 

2. Procurement Activities:  Include procurement process activities for the following long 
lead items and major items, requiring a cycle of more than 60 days, as separate 
activities in schedule.  Procurement cycle activities include, but are not limited to, 
submittals, approvals, purchasing, fabrication, and delivery. 

3. 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. 

4. Startup and Testing Time:  Include no fewer than 15 days for startup and testing. 
5. 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. 

6. Punch List and Final Completion:  Include not more than 30 days for completion of 
punch list items and final completion. 

C. Milestones:  Include milestones indicated in the Contract Documents in schedule, including, 
but not limited to, the Notice to Proceed, Substantial Completion, and final completion. 

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 30 days of date established for the Notice of 
Award. 

B. Preparation:  Indicate each significant construction activity separately.  Identify first 
workday of each week with a continuous vertical line. 

1. For construction activities that require three months or longer to complete, indicate an 
estimated completion percentage in 10 percent increments within time bar. 

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. Approximate count of personnel at Project site. 
3. Equipment at Project site. 
4. Material deliveries. 
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5. High and low temperatures and general weather conditions, including presence of rain 
or snow. 

6. Accidents. 
7. Meetings and significant decisions. 
8. Unusual events. 
9. Stoppages, delays, shortages, and losses. 
10. Meter readings and similar recordings. 
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. 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. 

PART 3 - EXECUTION 

3.1 CONTRACTOR'S CONSTRUCTION SCHEDULE 

A. Contractor's Construction Schedule Updating:  At monthly intervals, update schedule to 
reflect actual construction progress and activities.  Issue schedule one week before each 
regularly scheduled progress meeting. 

1. Revise schedule immediately after each meeting or other activity where revisions 
have been recognized or made.  Issue updated schedule concurrently with the report 
of each such meeting. 

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 01 3200 
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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 01 Specification Sections, apply to this Section. 

1.2 SUMMARY 

A. Section includes requirements for the submittal schedule and administrative and procedural 
requirements for submitting Shop Drawings, Product Data, Samples, and other submittals. 

B. Related Sections: 

1. Division 01 Section "Project Record Documents" for submitting record Drawings, record 
Specifications, and record Product Data. 

1.3 DEFINITIONS 

A. Action Submittals:  Written and graphic information and physical samples that require Owner’s 
Consultant's responsive action.  Action submittals are those submittals indicated in individual 
Specification Sections as action submittals. 

B. Informational Submittals:  Written and graphic information and physical samples that do not 
require Owner’s Consultant's responsive action.  Submittals may be rejected for not complying 
with requirements.  Informational submittals are those submittals indicated in individual 
Specification Sections as informational submittals. 

1.4 ACTION SUBMITTALS 

A. Submittal Schedule:  Submit a schedule of submittals, arranged in chronological order by dates 
required by construction schedule.  Include time requested for review, ordering, manufacturing, 
fabrication, and delivery when establishing dates.  Include additional time requested for making 
corrections or modifications to submittals noted by the Owner’s Consultant and requested 
additional time for handling and reviewing submittals required by those corrections. 

1.5 SUBMITTAL ADMINISTRATIVE REQUIREMENTS 

A. 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. Submit all submittal items required for each Specification Section concurrently unless 
partial submittals for portions of the Work are indicated on approved submittal schedule. 
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3. Submit action submittals and informational submittals required by the same Specification 
Section as separate packages under separate transmittals. 

4. 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. Owner’s Consultant/Engineer reserves the right to withhold action on a submittal 

requiring coordination with other submittals until related submittals are received. 
b. Owner’s Consultant/Engineer reserves the right to withhold action on a submittal 

submitted out of sequence with the submittal schedule or the construction 
schedule critical path. 

c. Owner’s Consultant/Engineer reserves the right to withhold action on a submittal 
requiring color selection coordination with other submittals other color sensitive 
submittals until related submittals are received. 

B. Processing Time:  Allow time for submittal review, including time for resubmittals, as follows.  
Time for review shall commence on Owner’s Consultant's receipt of submittal.  No extension of 
the Contract Time will be authorized because of failure to transmit submittals enough in 
advance of the Work to permit processing, including resubmittals. 

1. Initial Review:  Reference Article 6 of Document D for initial review of each submittal.  
Allow additional time if coordination with subsequent submittals is required.  Owner’s 
Consultant will advise Contractor when a submittal being processed must be delayed for 
coordination. 

2. Intermediate Review:  If intermediate submittal is necessary, process it in same manner 
as initial submittal. 

3. Resubmittal Review:  Allow 15 days for review of each resubmittal. 

4. Sequential Review:  Where sequential review of submittals by Owner’s Consultant's 
consultants, Owner, or other parties is indicated, the review period will be extended. 
a. All submittals will require sequential review by the Owner’s Consultant and Owner. 

C. Identification and Information:  Place a permanent label or title block on each paper copy 
submittal item for identification. 

1. Indicate name of firm or entity that prepared each submittal on label or title block. 

2. Include the following information for processing and recording action taken: 
a. Project name. 
b. Date. 
c. Name of Owner’s Consultant. 
d. Name of Contractor. 
e. Name of subcontractor. 
f. Name of supplier. 
g. Name of manufacturer. 
h. Submittal number or other unique identifier, including revision identifier. 

1) Submittal number shall use Specification Section number followed by a 
decimal point and then a sequential number (e.g., 061000.01).  
Resubmittals shall include an alphabetic suffix after another decimal point 
(e.g., 061000.01.A). 

i. Number and title of appropriate Specification Section. 
j. Drawing number and detail references, as appropriate. 
k. Location(s) where product is to be installed, as appropriate. 
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l. Other necessary identification. 

D. Identification and Information:  Identify and incorporate information in each electronic submittal 
file as follows: 

1. Assemble complete submittal package into a single indexed file with links enabling 
navigation to each item. 

2. Name file with submittal number, including revision identifier, and Section name. 
a. File name shall use Specification Section number followed by a decimal point and 

then a sequential number, followed by the specification section name. (e.g., 
061600.01 - Sheathing).  Resubmittals shall include an alphabetic suffix after 
another decimal point (e.g., 061600.01.A – Sheathing). 

3. Provide means for insertion to permanently record Contractor's review and approval 
markings and action taken by Owner’s Consultant. 

4. Include the following information on an inserted cover sheet: 
a. Project name. 
b. Date. 
c. Name and address of Owner’s Consultant. 
d. Name of Contractor. 
e. Name of firm or entity that prepared submittal. 
f. Name of subcontractor. 
g. Name of supplier. 
h. Name of manufacturer. 
i. Number and title of appropriate Specification Section. 
j. Drawing number and detail references, as appropriate. 
k. Location(s) where product is to be installed, as appropriate. 
l. Related physical samples submitted directly. 
m. Other necessary identification. 

5. Include the following information as keywords in the electronic file metadata: 
a. Project name. 
b. Number and title of appropriate Specification Section. 
c. Manufacturer name. 
d. Product name. 

E. Options:  Identify options requiring selection by the Owner’s Consultant. 

F. Deviations:  Identify deviations from the Contract Documents on submittals. 

G. Additional Paper Copies:  Unless additional copies are required for final submittal, and unless 
Owner’s Consultant observes noncompliance with provisions in the Contract Documents, initial 
submittal may serve as final submittal. 

1. Submit additional copies as requested by Owner’s Consultant for use in review and 
coordination of submittals. 

2. Additional copies for the contractor, subcontractors, venders, suppliers and others, upon 
acceptance of submittals shall be the responsible of each.  All copies shall be made from 
approved submittals showing project approval stamp and corresponding annotations. 
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H. Transmittal:  Assemble each submittal individually and appropriately for transmittal and 
handling.  Transmit each submittal using a transmittal form.  Owner’s Consultant will return 
submittals, without review, received from sources other than Contractor. 

1. Transmittal Form:  Provide locations on form for the following information: 
a. Project name and number. 
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. Specification Section number and title. 
i. Indication of full or partial submittal. 
j. Drawing number and detail references, as appropriate. 
k. Transmittal number, numbered consecutively. 
l. Submittal and transmittal distribution record. 
m. Remarks. 
n. Signature of transmitter. 

2. On an attached separate sheet, prepared on Contractor's letterhead, record relevant 
information, requests for data, revisions other than those requested by Owner’s 
Consultant on previous submittals, and deviations from requirements in the Contract 
Documents, including minor variations and limitations.  Include same identification 
information as related submittal. 

I. Resubmittals:  Make resubmittals in same form and number of copies as initial submittal. 

1. Note date and content of previous submittal. 

2. Note date and content of revision in label or title block and clearly indicate extent of 
revision. 

3. Resubmit submittals until they are marked with approval notation from Owner’s 
Consultant's action stamp. 

J. 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. 

K. Use for Construction:  Use only final submittals that are marked with approval notation from 
Owner’s Consultant's /Engineer’s action stamp. Retain complete copies of submittals on Project 
Site. 

PART 2 - PRODUCTS 

2.1 SUBMITTAL PROCEDURES 

A. General Submittal Procedure Requirements:  Prepare and submit submittals required by 
individual Specification Sections.  Types of submittals are indicated in individual Specification 
Sections. 
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1. Transmit electronic submittals as PDF electronic files directly to Owner’s Consultant via 
e-mail. 
a. Owner’s Consultant will return electronic file in PDF format.  

2. Closeout Submittals and Maintenance Material Submittals:  Comply with requirements 
specified in Division 01 Section "Closeout Procedures." 

3. 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 notarized statement on original paper copy certificates and certifications 

where indicated. 

4. Test and Inspection Reports Submittals:  Comply with requirements specified in 
Division 01 Section "Quality Requirements." 

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 published 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 catalog cuts. 
b. Manufacturer's product specifications. 
c. Standard color charts. 
d. Statement of compliance with specified referenced standards. 
e. Testing by recognized testing agency. 
f. Application of testing agency labels and seals. 
g. Notation of coordination requirements. 
h. Availability and delivery time information. 

4. For equipment, include the following in addition to the above, as applicable: 
a. Wiring diagrams showing factory-installed wiring. 
b. Printed performance curves. 
c. Operational range diagrams. 
d. Clearances required to other construction, if not indicated on accompanying Shop 

Drawings. 

5. Submit Product Data before or concurrent with Samples. 

6. Submit Product Data in the following format: 
a. PDF electronic file. 

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:  Fully illustrate requirements in the Contract Documents.  Include the 
following information, as applicable: 
a. Identification of products. 
b. Schedules. 
c. Compliance with specified standards. 
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d. Notation of coordination requirements. 
e. Notation of dimensions established by field measurement. 
f. Relationship and attachment to adjoining construction clearly indicated. 
g. Seal and signature of professional engineer if specified. 

2. Sheet Size:  Except for templates, patterns, and similar full-size drawings, submit Shop 
Drawings on sheets at least 8-1/2 by 11 inches but no larger than 30 by 42 inches. 

3. Submit Shop Drawings in the following format: 
a. PDF electronic file. 

D. Samples:  Submit Samples for review of kind, color, pattern, and texture for a check of these 
characteristics with other elements and for a comparison of these characteristics between 
submittal and actual component as delivered and installed. 

1. Transmit Samples that contain multiple, related components such as accessories 
together in one submittal package. 

2. Identification:  Attach label on unexposed side of Samples that includes the following: 
a. Generic description of Sample. 
b. Product name and name of manufacturer. 
c. Sample source. 
d. Number and title of applicable Specification Section. 

3. 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 not incorporated into the Work, or otherwise designated as Owner's 

property, are the property of Contractor. 

4. Samples for Initial Selection:  Submit manufacturer's color charts consisting of units or 
sections of units showing the full range of colors, textures, and patterns available. 
a. Number of Samples:  Submit one (1) full set of available choices where color, 

pattern, texture, or similar characteristics are required to be selected from 
manufacturer's product line.  Owner’s Consultant will return submittal with options 
selected. 

5. Samples for Verification:  Submit full-size units or Samples of size indicated, prepared 
from same material to be used for the Work, cured and finished in manner specified, and 
physically identical with material or 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. 
a. Number of Samples:  Submit two sets of Samples.  Owner’s Consultant will retain 

one (1) Sample sets; remainder will be returned. 
1) Submit a single Sample where assembly details, workmanship, fabrication 

techniques, connections, operation, and other similar characteristics are to 
be demonstrated. 

2) If variation in color, pattern, texture, or other characteristic is inherent in 
material or product represented by a Sample, submit at least three (3) sets 
of paired units that show approximate limits of variations. 
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E. Product Schedule:  As required in individual Specification Sections, 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. Manufacturer and product name, and model number if applicable. 

3. Number and name of room or space. 

4. Location within room or space. 

5. Submit product schedule in the following format: 
a. PDF electronic file. 

F. Coordination Drawings:  Comply with requirements specified in Division 01 Section "Project 
Management and Coordination." 

G. Qualification Data:  Prepare written information that demonstrates capabilities and experience of 
firm or person.  Include lists of completed projects with project names and addresses, contact 
information of Owner’s Consultants and owners, and other information specified. 

H. Installer Certificates:  Submit written statements on manufacturer's letterhead certifying that 
Installer complies with requirements in the Contract Documents and, where required, is 
authorized by manufacturer for this specific Project. 

I. Manufacturer Certificates:  Submit written statements on manufacturer's letterhead certifying 
that manufacturer complies with requirements in the Contract Documents.  Include evidence of 
manufacturing experience where required. 

J. Product Certificates:  Submit written statements on manufacturer's letterhead certifying that 
product complies with requirements in the Contract Documents. 

K. Material Certificates:  Submit written statements on manufacturer's letterhead certifying that 
material complies with requirements in the Contract Documents. 

L. Material Test Reports:  Submit reports written by a qualified testing agency, on testing agency's 
standard form, indicating and interpreting test results of material for compliance with 
requirements in the Contract Documents. 

M. Product Test Reports:  Submit written reports indicating current product produced by 
manufacturer complies with requirements in the Contract Documents.  Base reports on 
evaluation of tests performed by manufacturer and witnessed by a qualified testing agency, or 
on comprehensive tests performed by a qualified testing agency. 

N. Research Reports:  Submit 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. 
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4. Product and manufacturers' names. 

5. Description of product. 

6. Test procedures and results. 

7. Limitations of use. 

O. Schedule of Tests and Inspections:  Comply with requirements specified in Division 01 Section 
"Quality Requirements." 

P. Preconstruction Test Reports:  Submit 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 in the Contract Documents. 

Q. Compatibility Test Reports:  Submit 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. 

R. Field Test Reports:  Submit reports 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 in the Contract Documents. 

S. Maintenance Data:  Comply with requirements specified in Division 01 Section "Operation and 
Maintenance Data." 

T. Design Data:  Prepare and submit 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. 

2.2 DELEGATED-DESIGN SERVICES 

A. Performance and Design Criteria:  Where professional design services or certifications by a 
design 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 Owner’s Consultant. 

B. Delegated-Design Services Certification:  In addition to Shop Drawings, Product Data, and other 
required submittals, submit digitally-signed PDF electronic file of certificate, signed and sealed 
by the responsible design professional, for each product and system specifically assigned to 
Contractor to be designed or certified by a design professional. 

1. Indicate that products and systems comply with performance and design criteria in the 
Contract Documents.  Include list of codes, loads, and other factors used in performing 
these services. 
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PART 3 - EXECUTION 

3.1 CONTRACTOR'S REVIEW 

A. Action and Informational Submittals:  Review each submittal and check for coordination with 
other Work of the Contract and for compliance with the Contract Documents.  Note corrections 
and field dimensions.  Mark with approval stamp before submitting to Owner’s Consultant. 

B. Project Closeout and Maintenance/Material Submittals:  Refer to requirements in Division 01 
Section "Closeout Procedures." 

C. Approval Stamp:  Stamp each submittal with a uniform, approval stamp.  Include Project name, 
number,  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. 

3.2 OWNER’S CONSULTANT'S ACTION 

A. General:  Owner’s Consultant will not review submittals that do not bear Contractor's approval 
stamp and will return them without action. 

B. Action Submittals:  Owner’s Consultant will review each submittal, make marks to indicate 
corrections or modifications required, and return it.  Owner’s Consultant will stamp each 
submittal with an action stamp and will mark stamp appropriately to indicate action. 

C. Informational Submittals:  Owner’s Consultant will review each submittal and will not return it, or 
will return it if it does not comply with requirements.  Owner’s Consultant will forward each 
submittal to appropriate party. 

D. Partial submittals prepared for a portion of the Work will be reviewed when use of partial 
submittals has received prior approval from Owner’s Consultant. 

E. Incomplete submittals are not acceptable, will be considered nonresponsive, and will be 
returned without review. 

F. Submittals not required by the Contract Documents may not be reviewed and may be 
discarded. 

END OF SECTION 013300 



Topeka & Shawnee County Public Library-  HTK Project No. 2001.01-020 
Room 123 Remodel  
 

TEMPORARY FACILITIES AND CONTROLS  01 5000 - 1 
   

SECTION 01 5000 – TEMPORARY FACILITIES AND CONTROLS 

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 requirements for temporary facilities and controls, including temporary 
utilities, support facilities, and security and protection facilities. 

B. Temporary utilities include, but are not limited to, the following: 

1. Sewers and drainage. 
2. Water service and distribution. 
3. Sanitary facilities, including toilets, wash facilities, and drinking-water facilities. 
4. Heating and cooling facilities. 
5. Ventilation. 
6. Electric power service. 
7. Lighting. 
8. Telephone service. 

C. Support facilities include, but are not limited to, the following: 

1. Project identification and temporary signs. 
2. Waste disposal facilities. 
3. Field offices. 
4. Storage and fabrication sheds. 
5. Lifts and hoists. 
6. Temporary stairs. 
7. Construction aids and miscellaneous services and facilities. 

D. Security and protection facilities include, but are not limited to, the following: 

1. Environmental protection. 
2. Stormwater control. 
3. Tree and plant protection. 
4. Pest control. 
5. Site enclosure fence. 
6. Security enclosure and lockup. 
7. Barricades, warning signs, and lights. 
8. Covered walkways. 
9. Temporary enclosures. 
10. Temporary partitions. 
11. Fire protection. 

E. Related Sections include the following: 

1. Division 1 Section "Execution" for progress cleaning requirements. 
2. Division 31 Section "Termite Control" for pest control. 
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3. Divisions 2 through 34 for temporary heat, ventilation, and humidity requirements for 
products in those Sections. 

1.3 DEFINITIONS 

A. Permanent Enclosure:  As determined by Architect, permanent or temporary roofing is 
complete, insulated, and weathertight; exterior walls are insulated and weathertight; and all 
openings are closed with permanent construction or substantial temporary closures. 

1.4 USE CHARGES 

A. General:  Cost or use charges for temporary facilities are not chargeable to Owner or Architect 
and shall be included in the Contract Sum.  Allow other entities to use temporary services and 
facilities without cost, including, but not limited to, the following: 

1. Owner's construction forces. 
2. Occupants of Project. 
3. Architect. 
4. Testing agencies. 
5. Personnel of authorities having jurisdiction. 

B. Water Service:  Use water from Owner’s existing water system without metering and without 
payment of use charges.  Provide connections and extensions of service as required for 
construction operation. 

C. Electric Power Service:  Electrical power from Owner’s existing system is available for use 
without meters and without payment of use charges.  Provide connections and extensions of 
service as required for construction operation.  

D. Should permanent systems not be available it is Contractor’s responsibility to provide water and 
power. 

1.5 QUALITY ASSURANCE 

A. Standards:  Comply with ANSI A10.6, NECA's "Temporary Electrical Facilities," and NFPA 241. 

1. Trade Jurisdictions:  Assigned responsibilities for installation and operation of temporary 
utilities are not intended to interfere with trade regulations and union jurisdictions. 

2. Electric Service:  Comply with NECA, NEMA, and UL standards and regulations for 
temporary electric service.  Install service to comply with NFPA 70. 

B. Tests and Inspections:  Arrange for authorities having jurisdiction to test and inspect each 
temporary utility before use.  Obtain required certifications and permits. 

C. Accessible temporary egress:  Comply with applicable provisions in the U.S. Architectural and 
Transportation Barriers Compliance Boards ADA-ABA accessibility guidelines 

1.6 PROJECT CONDITIONS 

A. Temporary Utilities:  At earliest feasible time, change over from use of temporary service to use 
of permanent service. 

1. Temporary Use of Permanent Facilities:  Installer of each permanent service shall 
assume responsibility for operation, maintenance, and protection of each permanent 
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service during its use as a construction facility before Owner's acceptance, regardless of 
previously assigned responsibilities. 

B. Conditions of Use:  The following conditions apply to use of temporary services and facilities by 
all parties engaged in the Work: 

1. Keep temporary services and facilities clean and neat. 
2. Relocate temporary services and facilities as required by progress of the Work. 

PART 2 - PRODUCTS 

2.1 MATERIALS 

A. General:  Provide new materials.  Undamaged, previously used materials in serviceable 
condition may be used if approved by Architect.  Provide materials suitable for use intended. 

B. Portable Chain-Link Fencing:  Minimum 2-inch, 9-gage, galvanized steel, chain-link fabric 
fencing; minimum 6 feet high with galvanized steel pipe posts; minimum 2-3/8-inch OD line 
posts and 2-7/8-inch OD corner and pull posts, with 1-5/8-inch OD top and bottom rails.  
Provide concrete or steel bases for supporting posts. 

C. Lumber and Plywood:  Comply with requirements in Division 6 Section "Rough Carpentry." 

D. Gypsum Board:  Minimum 5/8-inch thick by 48 inches wide by maximum available lengths; 
regular-type panels with tapered edges.  Comply with ASTM C 36. 

E. Insulation:  Unfaced mineral-fiber blanket, manufactured from glass, slag wool, or rock wool; 
with maximum flame-spread and smoke-developed indices of 25 and 50, respectively. 

F. Paint:  Comply with requirements in Division 9 Section "Painting." 

G. Tarpaulins:  Fire-resistive labeled with flame-spread rating of 15 or less. 

H. Water:  Potable. 

2.2 EQUIPMENT 

A. General:  Provide equipment suitable for use intended. 

B. Field Offices:  Mobile units with lockable entrances, operable windows, and serviceable finishes; 
heated and air conditioned; on foundations adequate for normal loading. 

C. Fire Extinguishers:  Hand carried, portable, UL rated.  Provide class and extinguishing agent as 
indicated or a combination of extinguishers of NFPA-recommended classes for exposures. 

1. Comply with NFPA 10 and NFPA 241 for classification, extinguishing agent, and size 
required by location and class of fire exposure. 

D. Self-Contained Toilet Units:  Single-occupant units of chemical, aerated recirculation, or 
combustion type; vented; fully enclosed with a glass-fiber-reinforced polyester shell or similar 
nonabsorbent material. 
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E. Drinking-Water Fixtures:  Containerized, tap-dispenser, bottled-water drinking-water units, 
including paper cup supply. 

F. Heating Equipment:  Unless Owner authorizes use of permanent heating system, provide 
vented, self-contained, liquid-propane-gas or fuel-oil heaters with individual space thermostatic 
control. 

1. Use of gasoline-burning space heaters, open-flame heaters, or salamander-type heating 
units is prohibited. 

2. Heating Units:  Listed and labeled, by a testing agency acceptable to authorities having 
jurisdiction, and marked for intended use for type of fuel being consumed. 

3. Verify temporary heating equipment fumes will not impair quality of finish installation. 
Damaged finishes due to heating fumes shall be removed and replaced at Contractors 
expense. 

G. Electrical Outlets:  Properly configured, NEMA-polarized outlets to prevent insertion of 110- to 120-V 
plugs into higher-voltage outlets; equipped with ground-fault circuit interrupters, reset button, and 
pilot light. 

H. Power Distribution System Circuits:  Where permitted and overhead and exposed for 
surveillance, wiring circuits, not exceeding 125-V ac, 20-A rating, and lighting circuits may be 
nonmetallic sheathed cable. 

PART 3 - EXECUTION 

3.1 INSTALLATION, GENERAL 

A. Locate facilities where they will serve Project adequately and result in minimum interference 
with performance of the Work.  Relocate and modify facilities as required. 

B. Provide each facility ready for use when needed to avoid delay.  Maintain and modify as 
required.  Do not remove until facilities are no longer needed or are replaced by authorized use 
of completed permanent facilities. 

3.2 TEMPORARY UTILITY INSTALLATION 

A. General:  Engage appropriate local utility company to install temporary service or connect to 
existing service.  Where utility company provides only part of the service, provide the remainder 
with matching, compatible materials and equipment.  Comply with utility company 
recommendations. 

1. Arrange with utility company to make connections for temporary services. 
2. Provide adequate capacity at each stage of construction.  Before temporary utility is 

available, provide trucked-in services. 
3. Obtain easements to bring temporary utilities to Project site where Owner's easements 

cannot be used for that purpose. 

B. Sewers and Drainage:  If sewers are available, provide temporary connections to remove 
effluent that can be discharged lawfully.  If sewers cannot be lawfully used for discharge of 
effluent, provide containers to remove and dispose of effluent off-site in a lawful manner. 

1. Filter out excessive soil, construction debris, chemicals, oils, and similar contaminants 
that might clog sewers or pollute waterways before discharge. 
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2. Connect temporary sewers to municipal system or private system as directed by sewer 
department officials. 

3. Maintain temporary sewers and drainage facilities in a clean, sanitary condition.  After 
heavy use, restore normal conditions promptly. 

4. Provide temporary filter beds, settlement tanks, separators, and similar devices to purify 
effluent to levels acceptable to authorities having jurisdiction. 

C. Water Service:  Contractor will be responsible for all costs associated with connections to 
existing service.  At project completion, restore these facilities to condition existing before initial 
use. 

1. Provide rubber hoses as necessary to serve Project site. 
2. As soon as water is required, extend service to form a temporary water distribution 

system.   Provide yard hydrant and hose bib connections so that all areas of new 
construction can be reached with a 100-foot hose.  

3. Where installations below an outlet might be damaged by spillage or leakage, provide a 
drip pan of suitable size to minimize water damage.  Drain accumulated water promptly 
from pans. 

D. Sanitary Facilities:  Provide temporary toilets, wash facilities, and drinking-water fixtures.  
Comply with regulations and health codes for type, number, location, operation, and 
maintenance of fixtures and facilities. 

1. Disposable Supplies:  Provide toilet tissue, paper towels, paper cups, and similar 
disposable materials for each facility.  Maintain adequate supply.  Provide covered waste 
containers for disposal of used material. 

2. Toilets:  Use of new construction toilet facilities will not be permissible.  Install self-
contained portable restroom units.  Shield toilets to ensure privacy. Provide separate 
facilities for male and female personnel. 

3. Wash Facilities:  Install wash facilities supplied with potable water at convenient locations 
for personnel who handle materials that require wash up.  Dispose of drainage properly.  
Supply cleaning compounds appropriate for each type of material handled. 

a. Provide safety showers, eyewash fountains, and similar facilities for convenience, 
safety, and sanitation of personnel. 

4. Drinking-Water Facilities:  Provide bottled-water, drinking-water units. 

E. Heating and Cooling:  Provide temporary heating and cooling required by construction activities 
for curing or drying of completed installations or for protecting installed construction from 
adverse effects of low temperatures or high humidity.  Select equipment from that specified that 
will not have a harmful effect on completed installations or elements being installed. 

1. Maintain a minimum temperature of 45 deg F in permanently enclosed portions of 
building for normal construction activities, and 55 deg F for finishing activities and areas 
where finished Work has been installed. 

F. Ventilation and Humidity Control:  Provide temporary ventilation required by construction 
activities for curing or drying of completed installations or for protecting installed construction 
from adverse effects of high humidity.  Select equipment from that specified that will not have a 
harmful effect on completed installations or elements being installed.  Coordinate ventilation 
requirements to produce ambient condition required and minimize energy consumption. 

G. Electric Distribution:  Provide receptacle outlets adequate for connection of power tools and 
equipment. 
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1. Provide waterproof connectors to connect separate lengths of electrical power cords if 
single lengths will not reach areas where construction activities are in progress.  Do not 
exceed safe length-voltage ratio. 

2. Provide warning signs at power outlets other than 110 to 120 V. 
3. Provide metal conduit, tubing, or metallic cable for wiring exposed to possible damage.  

Provide rigid steel conduits for wiring exposed on grades, floors, decks, or other traffic 
areas. 

4. Provide metal conduit enclosures or boxes for wiring devices. 
5. Provide 4-gang outlets, spaced so 100-foot extension cord can reach each area for 

power hand tools and task lighting.  Provide a separate 125-V ac, 20-A circuit for each 
outlet. 

H. Lighting:  Provide temporary lighting with local switching that provides adequate illumination for 
construction operations and traffic conditions. 

1. Install and operate temporary lighting that fulfills security and protection requirements 
without operating entire system. 

2. Install exterior-yard site lighting that will provide adequate illumination for construction 
operations, traffic conditions, and signage visibility when the Work is being performed. 

I. Telephone Service:  Provide temporary telephone service throughout construction period for 
common-use facilities used by all personnel engaged in construction activities.  Install separate 
telephone line for each field office and first-aid station. All telephone service will be at 
Contractor’s expense. 

1. At each telephone, post a list of important telephone numbers. 

a. Police and fire departments. 
b. Ambulance service. 

2. Provide an answering machine or voice-mail service on superintendent's telephone. 
3. Provide e-mail service for project superintendent. 

 

3.3 SUPPORT FACILITIES INSTALLATION 

A. General:  Comply with the following: 

1. Locate field offices, storage sheds, sanitary facilities, and other temporary construction 
and support facilities for easy access. 

2. Provide incombustible construction for offices, shops, and sheds located within 
construction area or within 30 feet of building lines.  Comply with NFPA 241. 

3. Maintain support facilities until near Substantial Completion.  Remove at Substantial 
Completion.  Personnel remaining after Substantial Completion will not be permitted to 
use permanent facilities, unless arraignments are made with the Owner's 
Representative. 

B. Project Identification and Temporary Signs:  Prepare Project identification and other signs in 
sizes approved by the Owner.  Install project identification sign where directed by the Architect 
to inform public and persons seeking entrance to Project.  Provide directional signs at locations 
required to effectively direct traffic to or around construction site.  Provide directional signs of 
similar construction and graphics to project sign or of standard painted metal and metal stakes.  
Signs shall be approximately 4 S.F. each.  Do not permit installation of unauthorized signs. 

C. Waste Disposal Facilities:  Provide waste-collection containers in sizes adequate to handle 
waste from construction operations.  Containerize and clearly label hazardous, dangerous, or 
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unsanitary waste materials separately from other waste.  Comply with Division 1 Section 
"Execution" for progress cleaning requirements. 

1. If required by authorities having jurisdiction, provide separate containers, clearly labeled, 
for each type of waste material to be deposited. 

D. Storage and Fabrication Sheds:  Provide sheds sized, furnished, and equipped to 
accommodate materials and equipment involved, including temporary utility services.  Sheds 
may be open shelters or fully enclosed spaces within building or elsewhere on-site. 

1. All storage and fabrication structures must be pre approved by the Owner and Architect. 

E. Lifts and Hoists:  Provide facilities for hoisting materials and personnel.  Truck cranes and 
similar devices used for hoisting materials are considered "tools and equipment" and not 
temporary facilities. 

3.4 SECURITY AND PROTECTION FACILITIES INSTALLATION 

A. Environmental Protection:  Provide protection, operate temporary facilities, and conduct 
construction in ways and by methods that comply with environmental regulations and that 
minimize possible air, waterway, and subsoil contamination or pollution or other undesirable 
effects.  Avoid using tools and equipment that produce harmful noise.  Restrict use of 
noisemaking tools and equipment to hours that will minimize complaints from persons or firms 
near Project site. 

B. Stormwater Control:  Provide earthen embankments and similar barriers in and around 
excavations and subgrade construction, sufficient to prevent flooding by runoff of stormwater 
from heavy rains. 

C. Pest Control:  Before deep foundation work has been completed, retain a local exterminator or 
pest-control company to recommend practices to minimize attraction and harboring of rodents, 
roaches, and other pests.  Engage this pest-control service to perform extermination and control 
procedures at regular intervals so Project will be free of pests and their residues at Substantial 
Completion.  Obtain extended warranty for Owner.  Perform control operations lawfully, using 
environmentally safe materials. 

D. Site Enclosure Fencing:  Before construction operations begin, install portable chain-link 
enclosure fencing with lockable entrance gates.  Locate to accommodate construction 
operations.  Install in a manner that will prevent people, dogs, and other animals from easily 
entering site except by entrance gates.   

1. Set fence posts in concrete or steel bases. 
2. Provide gates in sizes and at locations necessary to accommodate delivery vehicles and 

other construction operations. 
3. Maintain security by limiting number of keys and restricting distribution to authorized 

personnel.  Provide Owner with one set of keys. 

E. Security Enclosure and Lockup:  Install substantial temporary enclosure around partially 
completed areas of construction.  Provide lockable entrances to prevent unauthorized entrance, 
vandalism, theft, and similar violations of security. 

F. Barricades, Warning Signs, and Lights:  Comply with standards and code requirements for 
erecting structurally adequate barricades.  Paint with appropriate colors, graphics, and warning 
signs to inform personnel and public of possible hazard.  Where appropriate and needed, 
provide lighting, including flashing red or amber lights. 
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1. For safety barriers, sidewalk bridges, and similar uses, provide minimum 5/8-inch thick 
exterior plywood. 

G. Temporary Enclosures:  Provide temporary enclosures for protection of construction, in 
progress and completed, from exposure, foul weather, other construction operations, and 
similar activities.  Provide temporary weathertight enclosure for building exterior. 

1. Where heating or cooling is needed and permanent enclosure is not complete, provide 
insulated temporary enclosures.  Coordinate enclosure with ventilating and material 
drying or curing requirements to avoid dangerous conditions and effects. 

2. Vertical Openings:  Close openings of 25 sq. ft. or less with plywood or similar materials. 
3. Horizontal Openings:  Close openings in floor or roof decks and horizontal surfaces with 

load-bearing, wood-framed construction. 
4. Install tarpaulins securely using fire-retardant-treated wood framing and other materials. 
5. Where temporary wood or plywood enclosure exceeds 100 sq. ft. in area, use fire-

retardant-treated material for framing and main sheathing. 

H. Temporary Fire Protection:  Until fire-protection needs are supplied by permanent facilities, 
install and maintain temporary fire-protection facilities of types needed to protect against 
reasonably predictable and controllable fire losses.  Comply with NFPA 241. 

1. Provide fire extinguishers, installed on walls on mounting brackets, visible and accessible 
from space being served, with sign mounted above. 

a. Field Offices:  Class A stored-pressure water-type extinguishers. 
b. Other Locations:  Class ABC dry-chemical extinguishers or a combination of 

extinguishers of NFPA-recommended classes for exposures. 
c. Locate fire extinguishers where convenient and effective for their intended 

purpose; provide not less than one extinguisher on each floor at or near each 
usable stairwell. 

2. Store combustible materials in containers in fire-safe locations. 
3. Maintain unobstructed access to fire extinguishers, fire hydrants, temporary fire-

protection facilities, stairways, and other access routes for firefighting.  Prohibit smoking 
in hazardous fire-exposure areas. 

4. Supervise welding operations, combustion-type temporary heating units, and similar 
sources of fire ignition. 

5. Permanent Fire Protection:  At earliest feasible date in each area of Project, complete 
installation of permanent fire-protection facility, including connected services, and place 
into operation and use.  Instruct key personnel on use of facilities. 

6. Develop and supervise an overall fire-prevention and first-aid fire-protection program for 
personnel at Project site.  Review needs with local fire department and establish 
procedures to be followed.  Instruct personnel in methods and procedures.  Post 
warnings and information. 

3.5 OPERATION, TERMINATION, AND REMOVAL 

A. Supervision:  Enforce strict discipline in use of temporary facilities.  To minimize waste and 
abuse, limit availability of temporary facilities to essential and intended uses. 

B. Maintenance:  Maintain facilities in good operating condition until removal.  Protect from 
damage caused by freezing temperatures and similar elements. 

1. Maintain operation of temporary enclosures, heating, cooling, humidity control, 
ventilation, and similar facilities on a 24-hour basis where required to achieve indicated 
results and to avoid possibility of damage. 

2. Prevent water-filled piping from freezing.  Maintain markers for underground lines.  
Protect from damage during excavation operations. 
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C. Temporary Facility Changeover:  Except for using permanent fire protection, as soon as 
available, do not change over from using temporary security and protection facilities to 
permanent facilities until Substantial Completion. 

D. Termination and Removal:  Remove each temporary facility when need for its service has 
ended, when it has been replaced by authorized use of a permanent facility, or no later than 
Substantial Completion.  Complete or, if necessary, restore permanent construction that may 
have been delayed because of interference with temporary facility.  Repair damaged Work, 
clean exposed surfaces, and replace construction that cannot be satisfactorily repaired. 

1. Materials and facilities that constitute temporary facilities are the property of Contractor.   
2. At Final Completion, clean and renovate permanent facilities used during construction 

period.  Comply with final cleaning requirements in Division 1 Section "Closeout 
Procedures." 

END OF SECTION 01 5000 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Topeka & Shawnee County Public Library-  HTK Project No. 2001.01-020 
Room 123 Remodel  
 

TEMPORARY FACILITIES AND CONTROLS  01 5000 - 10 
   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

BLANK PLACE 



Topeka & Shawnee County Public Library-  HTK Project No. 2001.01-020 
Room 123 Remodel  
 

PRODUCT REQUIREMENTS  01 6000 - 1 
   

SECTION 01 6000 - 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. 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; and comparable products. 

1.3 DEFINITIONS 

A. Products:  Items obtained 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.  Products salvaged or recycled intact from other projects are not considered new 
products. New products can contain recycled raw materials. 

3. Comparable Product:  Product that is demonstrated and approved through submittal 
process 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. Basis-of-Design Product Specification:  A specification in which a specific manufacturer's 
product is named and accompanied by the words "basis-of-design product," 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 additional manufacturers named in the 
specification. 

1.4 ACTION SUBMITTALS 

A. Comparable Product Requests:  Submit request for consideration of each comparable product.  
Identify product or fabrication or installation method to be replaced.  Include Specification 
Section number and title and Drawing numbers and titles. 

1. Include data to indicate compliance with the requirements specified in "Comparable 
Products" Article. 

2. Architect's Action:  If necessary, Architect will request additional information or 
documentation for evaluation within one week of receipt of a comparable product request.  
Architect will notify Contractor of approval or rejection of proposed comparable product 
request within 15 days of receipt of request, or seven days of receipt of additional 
information or documentation, whichever is later. 
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a. Form of Approval:  As specified in Division 01 Section "Submittal Procedures." 
b. Use product specified if Architect does not issue a decision on use of a 

comparable product request 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, select product compatible with products previously selected, even if 
previously selected products were also options. 

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 and vandalism.  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 determine compliance with the Contract Documents and 
to determine 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 products that are subject to damage by the elements, under cover in a weathertight 

enclosure above ground, with ventilation adequate to prevent condensation. 
3. Store foam plastic from exposure to sunlight, except to extent necessary for period of 

installation and concealment. 
4. Comply with product manufacturer's written instructions for temperature, humidity, 

ventilation, and weather-protection requirements for storage. 
5. Protect stored products from damage and liquids from freezing. 

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. Special Warranty:  Written warranty required by the Contract Documents to provide 
specific rights for Owner. 

B. Special Warranties:  Prepare a written document that contains appropriate terms and 
identification, ready for execution. 
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1. Manufacturer's Standard Form:  Modified to include Project-specific information and 
properly executed. 

2. 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, 
are undamaged and, unless otherwise indicated, 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. 

4. Where products are accompanied by the term "as selected," Architect will make 
selection. 

5. Descriptive, performance, and reference standard requirements in the Specifications 
establish salient characteristics of products. 

B. Product Selection Procedures: 

1. Manufacturer/Source:  Where Specifications name a single manufacturer or source, 
provide a product by the named manufacturer or source that complies with requirements.  
Comparable products or substitutions for Contractor's convenience will not be 
considered.  

2. Basis-of-Design Product:  Where Specifications name a product, or refer to a product 
indicated on Drawings, and include a list of manufacturers, provide the specified or 
indicated 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 requirements in 
"Comparable Products" Article for consideration of an unnamed product by one of the 
other named manufacturers. 

2.2 COMPARABLE PRODUCTS 

A. Conditions for Consideration:  Architect will consider Contractor's request for comparable 
product when the following conditions are satisfied.  If the following conditions are not satisfied, 
Architect may return requests without action, except to record noncompliance with these 
requirements: 

1. Evidence that the proposed product does not require revisions to the Contract 
Documents, that it is consistent with the Contract Documents and will produce the 
indicated results, and that it is compatible with other portions of the Work. 

2. Detailed comparison of significant qualities of proposed product with those named in the 
Specifications.  Significant qualities include attributes such as performance, weight, size, 
durability, visual effect, and specific features and requirements indicated. 

3. Evidence that proposed product provides specified warranty. 
4. List of similar installations for completed projects with project names and addresses and 

names and addresses of architects and owners, if requested. 
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5. Samples, if requested. 

PART 3 - EXECUTION (Not Used) 

END OF SECTION 01 6000 
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SECTION 01 7300 - 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. Construction layout. 
2. Field engineering and surveying. 
3. Installation of the Work. 
4. Coordination of Owner-installed products. 
5. Progress cleaning. 
6. Starting and adjusting. 
7. Protection of installed construction. 

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 INFORMATIONAL SUBMITTALS 

A. Qualification Data:  For land surveyor. 

B. Certificates:  Submit certificate signed by land surveyor certifying that location and elevation of 
improvements comply with requirements. 

1.5 QUALITY ASSURANCE 

A. Land Surveyor Qualifications:  A professional land surveyor who is legally qualified to practice in 
jurisdiction where Project is located and who is experienced in providing land-surveying 
services of the kind indicated. 

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 
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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.   

1. If identical materials are unavailable or cannot be used, use materials that, when 
installed, will provide a match acceptable to the Architect for 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. 

B. Existing Conditions:  The existence and location of underground and other utilities and 
construction indicated as existing are not guaranteed.  Before beginning sitework, investigate 
and verify the existence and location of underground utilities, mechanical and electrical 
systems, and other construction affecting the Work. 

1. Before construction, verify the location and invert elevation at points of connection of 
sanitary sewer, storm sewer, and water-service piping; underground electrical services, 
and other utilities. 

2. Furnish location data for work related to Project that must be performed by public utilities 
serving Project site. 

3.2 PREPARATION 

A. Existing Utility Information:  Furnish information to local utility that is necessary to adjust, move, 
or relocate existing utility structures, utility poles, lines, services, or other utility appurtenances 
located in or affected by construction.  Coordinate with authorities having jurisdiction. 

B. 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. 

C. Space Requirements:  Verify space requirements and dimensions of items shown 
diagrammatically on Drawings. 

D. 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 
the Contractor, submit a request for information to Architect according to requirements in 
Division 01 Section "Project Management and Coordination." 

E. Surface and Substrate Preparation:  Comply with manufacturer's recommendations for 
preparation of substrates to receive subsequent work. 
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3.3 CONSTRUCTION LAYOUT 

A. Verification:  Before proceeding to lay out the Work, verify layout information shown on 
Drawings, in relation to the property survey and existing benchmarks.  If discrepancies are 
discovered, notify Architect promptly. 

B. General:  Engage a land surveyor to lay out the Work using accepted surveying practices. 

1. Establish benchmarks and control points to set lines and levels of construction and 
elsewhere as needed to locate each element of Project. 

2. Establish dimensions within tolerances indicated.  Do not scale Drawings to obtain 
required dimensions. 

3. Inform installers of lines and levels to which they must comply. 
4. Check the location, level and plumb, of every major element as the Work progresses. 
5. Notify Architect when deviations from required lines and levels exceed allowable 

tolerances. 
6. Close site surveys with an error of closure equal to or less than the standard established 

by authorities having jurisdiction. 

C. Site Improvements:  Locate and lay out site improvements, including pavements, grading, fill 
and topsoil placement, utility slopes, and rim and invert elevations. 

D. Building Lines and Levels:  Locate and lay out control lines and levels for structures, building 
foundations, column grids, and floor levels, including those required for mechanical and 
electrical work.  Transfer survey markings and elevations for use with control lines and levels.  
Level foundations and piers from two or more locations. 

E. Record Log:  Maintain a log of layout control work.  Record deviations from required lines and 
levels.  Include beginning and ending dates and times of surveys, weather conditions, name 
and duty of each survey party member, and types of instruments and tapes used.  Make the log 
available for reference by Architect. 

3.4 FIELD ENGINEERING 

A. Reference Points:  Locate existing permanent benchmarks, control points, and similar reference 
points before beginning the Work.  Preserve and protect permanent benchmarks and control 
points during construction operations. 

1. Do not change or relocate existing benchmarks or control points without prior written 
approval of Architect.  Report lost or destroyed permanent benchmarks or control points 
promptly.  Report the need to relocate permanent benchmarks or control points to 
Architect before proceeding. 

2. Replace lost or destroyed permanent benchmarks and control points promptly.  Base 
replacements on the original survey control points. 

B. Benchmarks:  Establish and maintain a minimum of two permanent benchmarks on Project site, 
referenced to data established by survey control points.  Comply with authorities having 
jurisdiction for type and size of benchmark. 

1. Record benchmark locations, with horizontal and vertical data, on Project Record 
Documents. 

2. Where the actual location or elevation of layout points cannot be marked, provide 
temporary reference points sufficient to locate the Work. 

3. Remove temporary reference points when no longer needed.  Restore marked 
construction to its original condition. 
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3.5 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 and 90 inches in 

unoccupied 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 Final 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. Tools and Equipment:  Do not use tools or equipment that produce harmful noise levels. 

F. 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. 

G. 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. 

H. 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. 

I. Hazardous Materials:  Use products, cleaners, and installation materials that are not considered 
hazardous. 

3.6 OWNER-INSTALLED PRODUCTS 

A. Site Access:  Provide access to Project site for Owner's construction personnel. 

B. Coordination:  Coordinate construction and operations of the Work with work performed by 
Owner's construction personnel. 

1. Construction Schedule:  Inform Owner of Contractor's preferred construction schedule for 
Owner's portion of the Work.  Adjust construction schedule based on a mutually 
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agreeable timetable.  Notify Owner if changes to schedule are required due to differences 
in actual construction progress. 

3.7 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 (27 deg C). 

3. Containerize hazardous and unsanitary waste materials separately from other waste.  
Mark containers appropriately and dispose of legally, according to regulations. 

a. Utilize containers intended for holding waste materials of type to be stored. 

4. Coordinate progress cleaning for joint-use areas where more than one installer has 
worked. 

B. Site:  Maintain Project site free of waste materials and debris at all times.  Keep site mowed to a 
maximum height of 6” at all times. 

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. 

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 Final 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. 
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3.8 STARTING AND ADJUSTING 

A. Start equipment and operating components to confirm proper operation.  Remove 
malfunctioning units, replace with new units, and retest. 

B. Adjust equipment for proper operation.  Adjust operating components for proper operation 
without binding. 

C. Test each piece of equipment to verify proper operation.  Test and adjust controls and safeties.  
Replace damaged and malfunctioning controls and equipment. 

D. Manufacturer's Field Service:  Comply with qualification requirements in Division 01 Section 
"Quality Requirements." 

3.9 PROTECTION OF INSTALLED CONSTRUCTION 

A. Provide final protection and maintain conditions that ensure installed Work is without damage or 
deterioration at time of Final Completion. 

B. Comply with manufacturer's written instructions for temperature and relative humidity. 

END OF SECTION 01 7300 
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SECTION 017329 - CUTTING AND PATCHING 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including Supplementary Conditions and other 
Division 01 Specification Sections, apply to this Section. 

1.2 SUMMARY 

A. This Section includes procedural requirements for cutting and patching. 

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 surfaces to original conditions after 
installation of other Work. 

1.4 QUALITY ASSURANCE 

A. Structural Elements:  Do not cut and patch structural elements in a manner that could change 
their load-carrying capacity or load-deflection ratio. 

B. 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.  Operating elements include the following: 

1. Primary operational systems and equipment. 
2. Air or smoke barriers. 
3. Fire-suppression systems. 
4. Mechanical systems piping and ducts. 
5. Control systems. 
6. Communication systems. 
7. Conveying systems. 
8. Electrical wiring systems. 

C. Miscellaneous Elements:  Do not cut and patch miscellaneous elements or related 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.  Miscellaneous elements include the following: 

1. Water, moisture, or vapor barriers. 
2. Membranes and flashings. 
3. Exterior curtain-wall construction. 
4. Equipment supports. 
5. Piping, ductwork, vessels, and equipment. 

D. Visual Requirements:  Do not cut and patch construction in a manner that results in visual 
evidence of cutting and patching.  Do not cut and patch construction exposed on the exterior or 
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in occupied spaces 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. 

1.5 WARRANTY 

A. Existing Warranties:  Remove, replace, patch, and repair materials and surfaces cut or 
damaged during cutting and patching operations, by methods and with materials so as not to 
void existing warranties. 

PART 2 - PRODUCTS 

2.1 MATERIALS 

A. General:  Comply with requirements specified in other Sections. 

B. In-Place Materials:  Use materials identical to in-place materials.  For exposed surfaces, use 
materials that visually match in-place adjacent surfaces to the fullest extent possible. 

1. If identical materials are unavailable or cannot be used, use materials that, when 
installed, will match the visual and functional performance of in-place materials. 

PART 3 - EXECUTION 

3.1 EXAMINATION 

A. Examine surfaces to be cut and patched and conditions under which cutting and patching are to 
be performed. 

1. Compatibility:  Before patching, verify compatibility with and suitability of substrates, 
including compatibility with in-place finishes or primers. 

2. Proceed with installation only after unsafe or unsatisfactory conditions have been 
corrected. 

3.2 PREPARATION 

A. Temporary Support:  Provide temporary support of Work to be cut. 

B. 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. 

C. Adjoining Areas:  Avoid interference with use of adjoining areas or interruption of free passage 
to adjoining areas. 

D. 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. 

3.3 PERFORMANCE 
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A. 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. 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 as small as possible, neatly to 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. Concrete and Masonry:  Cut using a cutting machine, such as an abrasive saw or a 

diamond-core drill. 
4. Excavating and Backfilling:  Comply with requirements in applicable Division 31 Sections 

where required by cutting and patching operations. 
5. 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. 

6. Proceed with patching after construction operations requiring cutting are complete. 

C. 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 
possible.  Provide materials and comply with installation requirements specified in other 
Sections. 

1. Inspection:  Where feasible, test and inspect patched areas after completion to 
demonstrate 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 eliminate 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. Floors and Walls:  Where walls or partitions that are removed extend one finished area 
into another, patch and repair floor and wall surfaces in the new space.  Provide an even 
surface of uniform finish, color, texture, and appearance.  Remove in-place floor and wall 
coverings and replace with new materials, if necessary, to achieve uniform color and 
appearance. 

a. Where patching occurs in a painted surface, apply primer and intermediate paint 
coats over the patch and apply final paint coat over entire unbroken surface 
containing the patch.  Provide additional coats until patch blends with adjacent 
surfaces. 

4. Ceilings:  Patch, repair, or rehang in-place ceilings as necessary to provide an even-
plane surface of uniform appearance. 

5. Exterior Building Enclosure:  Patch components in a manner that restores enclosure to a 
weathertight condition. 
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D. Cleaning:  Clean areas and spaces where cutting and patching are performed.  Completely 
remove paint, mortar, oils, putty, and similar materials. 

END OF SECTION 017329 
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SECTION 01 7419 - CONSTRUCTION WASTE MANAGEMENT AND DISPOSAL 

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 the following: 

1. Salvaging nonhazardous demolition and construction waste. 
2. Recycling nonhazardous demolition and construction waste. 
3. Disposing of nonhazardous demolition and construction waste. 

1.3 DEFINITIONS 

A. Construction Waste:  Building and site improvement materials and other solid waste resulting 
from construction, remodeling, renovation, or repair operations.  Construction waste includes 
packaging. 

B. Demolition Waste:  Building and site improvement materials resulting from demolition or 
selective demolition operations. 

C. Disposal:  Removal off-site of demolition and construction waste and subsequent sale, 
recycling, reuse, or deposit in landfill or incinerator acceptable to authorities having jurisdiction. 

D. Recycle:  Recovery of demolition or construction waste for subsequent processing in 
preparation for reuse. 

E. Salvage:  Recovery of demolition or construction waste and subsequent sale or reuse in 
another facility. 

F. Salvage and Reuse:  Recovery of demolition or construction waste and subsequent 
incorporation into the Work. 

1.4 WASTE MANAGEMENT PLAN 

A. General:  Develop a waste management plan. Plan shall consist of waste identification, waste 
reduction work plan, and cost/revenue analysis. Indicate quantities by weight or volume, but use 
same units of measure throughout waste management plan. 

B. Construction waste shall be recycled at “Greenpoint C&D Processing Center” or approved 
equal. The district wants debris recycled, however, the project is NOT a LEED project so 
paperwork for that does NOT need to be submitted. 

PART 2 - PRODUCTS (Not Used) 
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PART 3 - EXECUTION 

3.1 PLAN IMPLEMENTATION 

A. Site Access and Temporary Controls:  Conduct waste management operations to ensure 
minimum interference with roads, streets, walks, walkways, and other adjacent occupied and 
used facilities. 

1. Designate and label specific areas on Project site necessary for separating materials that 
are to be salvaged, recycled, reused, donated, and sold. 

3.2 RECYCLING DEMOLITION AND CONSTRUCTION WASTE, GENERAL 

A. General:  Recycle paper and beverage containers used by on-site workers. 

B. Preparation of Waste:  Prepare and maintain recyclable waste materials according to recycling 
or reuse facility requirements.  Maintain materials free of dirt, adhesives, solvents, petroleum 
contamination, and other substances deleterious to the recycling process. 

C. Procedures:  Separate recyclable waste from other waste materials, trash, and debris.  
Separate recyclable waste by type at Project site to the maximum extent practical according to 
approved construction waste management plan. 

3.3 RECYCLING CONSTRUCTION WASTE 

A. Packaging: 

1. Cardboard and Boxes:  Break down packaging into flat sheets.  Bundle and store in a dry 
location. 

2. Polystyrene Packaging:  Separate and bag materials. 
3. Pallets:  As much as possible, require deliveries using pallets to remove pallets from 

Project site.  For pallets that remain on-site, break down pallets into component wood 
pieces and comply with requirements for recycling wood. 

4. Crates:  Break down crates into component wood pieces and comply with requirements 
for recycling wood. 

3.4 DISPOSAL OF WASTE 

A. General:  Except for items or materials to be salvaged, recycled, or otherwise reused, remove 
waste materials from Project site and legally dispose of them in a landfill or incinerator 
acceptable to authorities having jurisdiction. 

1. Except as otherwise specified, do not allow waste materials that are to be disposed of 
accumulate on-site. 

2. Remove and transport debris in a manner that will prevent spillage on adjacent surfaces 
and areas. 

B. Burning:  Do not burn waste materials. 

C. Disposal:  Remove waste materials and dispose of at designated spoil areas on Owner's 
property. 

END OF SECTION 01 7419 
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SECTION 01 7700 - 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. Final completion procedures. 
2. Warranties. 
3. Final cleaning. 

1.3 FINAL COMPLETION 

A. Final Procedures:  Before requesting inspection for determining date of Final Completion, 
complete the following.  List items below that are incomplete with request. 

1. Prepare a list of items to be completed and corrected (punch list), the value of items on 
the list, and reasons why the Work is not complete. 

2. Submit specific warranties, workmanship bonds, maintenance service agreements, final 
certifications, and similar documents. 

3. Obtain and submit releases permitting Owner unrestricted use of the Work and access to 
services and utilities.  Include occupancy permits, operating certificates, and similar 
releases. 

4. Prepare and submit Project Record Documents, operation and maintenance manuals, 
final completion construction photographic documentation, damage or settlement 
surveys, property surveys, and similar final record information. 

5. Deliver tools, spare parts, extra materials, and similar items to location designated by 
Owner.  Label with manufacturer's name and model number where applicable. 

6. Complete startup testing of systems. 
7. Submit test/adjust/balance records. 
8. Terminate and remove temporary facilities from Project site, along with mockups, 

construction tools, and similar elements. 
9. Advise Owner of changeover in heat and other utilities. 
10. Submit changeover information related to Owner's occupancy, use, operation, and 

maintenance. 
11. Complete final cleaning requirements, including touchup painting. 
12. Touch up and otherwise repair and restore marred exposed finishes to eliminate visual 

defects. 
13. Submit a final Application for Payment according to the General Conditions of the 

Contract. 
14. Submit certified copy of Architect's Final Completion inspection list of items to be 

completed or corrected (punch list), endorsed and dated by Architect.  The certified copy 
of the list shall state that each item has been completed or otherwise resolved for 
acceptance. 

15. Instruct Owner's personnel in operation, adjustment, and maintenance of products, 
equipment, and systems.   
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16. Submit completed Final Commissioning Report.   

1.4 LIST OF INCOMPLETE ITEMS (PUNCH LIST) BY CONTRACTOR   

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.  Use 
CSI Form 14.1A. 

1. Organize list of spaces in sequential order, starting with exterior areas first. 
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 Contractor. 
d. Page number. 

4. Submit list of incomplete items in the following format: 

a. PDF electronic file. 

1.5 WARRANTIES 

A. Submittal Time:  Submit written warranties on request of Architect for designated portions of the 
Work where commencement of warranties other than date of Final Completion is indicated. 

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 the 
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 
(215-by-280-mm) 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. 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 table of contents at beginning of document. 

D. Provide additional copies of each warranty to include in operation and maintenance manuals. 
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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 meet Green Seal 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 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 Final Completion for entire Project or for a 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 exterior and interior hard-surfaced finishes to a dirt-free condition, 

free of stains, films, and similar foreign substances.  Avoid disturbing natural 
weathering of exterior surfaces.  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; 

shampoo if visible soil or stains remain. 
j. Clean transparent materials, including mirrors and glass in doors and windows.  

Remove glazing compounds and other noticeable, vision-obscuring materials.  
Replace chipped or broken glass and other damaged transparent materials.  
Polish mirrors and glass, taking care not to scratch surfaces. 

k. Remove labels that are not permanent. 
l. Touch up and otherwise repair and restore marred, exposed finishes and surfaces.  

Replace finishes and surfaces that cannot be satisfactorily repaired or restored or 
that already show evidence of repair or restoration. 
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1) Do not paint over "UL" and other required labels and identification, including 
mechanical and electrical nameplates. 

m. Wipe surfaces of mechanical and electrical equipment and similar equipment.  
Remove excess lubrication, paint and mortar droppings, and other foreign 
substances. 

n. Replace parts subject to operating conditions during construction that may impede 
operation or reduce longevity. 

o. Clean plumbing fixtures to a sanitary condition, free of stains, including stains 
resulting from water exposure. 

p. Replace disposable air filters and clean permanent air filters.  Clean exposed 
surfaces of diffusers, registers, and grills. 

q. Clean ducts, blowers, and coils if units were operated without filters during 
construction or that display contamination with particulate matter upon inspection. 

1) Clean HVAC system in compliance with NADCA Standard 2005 edition.  
Provide written report upon completion of cleaning. 

r. Clean light fixtures, lamps, globes, and reflectors to function with full efficiency.  
Replace burned-out bulbs, and those noticeably dimmed by hours of use, and 
defective and noisy starters in fluorescent and mercury vapor fixtures to comply 
with requirements for new fixtures. 

s. Leave Project clean and ready for occupancy. 

END OF SECTION 01 7700 
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SECTION 01 7823 - OPERATION AND MAINTENANCE DATA 

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 preparing operation and 
maintenance manuals, including the following: 

1. Operation and maintenance documentation directory. 
2. Emergency manuals. 
3. Operation manuals for systems, subsystems, and equipment. 
4. Product maintenance manuals. 
5. Systems and equipment maintenance manuals. 

B. Related Requirements: 

1. Section 013300 "Submittal Procedures" for submitting copies of submittals for operation 
and maintenance manuals. 

1.3 DEFINITIONS 

A. System:  An organized collection of parts, equipment, or subsystems united by regular 
interaction. 

B. Subsystem:  A portion of a system with characteristics similar to a system. 

1.4 CLOSEOUT SUBMITTALS 

A. Manual Content:  Operations and maintenance manual content is specified in individual 
Specification Sections to be reviewed at the time of Section submittals.  Submit reviewed 
manual content formatted and organized as required by this Section. 

1. Architect and will comment on whether content of operations and maintenance submittals 
are acceptable. 

2. Where applicable, clarify and update reviewed manual content to correspond to revisions 
and field conditions. 

B. Format:  Submit operations and maintenance manuals in the following format: 

1. PDF electronic file.  Assemble each manual into a composite electronically indexed file.  
Submit on digital media acceptable to Architect. 

a. Name each indexed document file in composite electronic index with applicable 
item name.  Include a complete electronically linked operation and maintenance 
directory. 

b. Enable inserted reviewer comments on draft submittals. 
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2. Two paper copies.  Include a complete operation and maintenance directory.  Enclose 
title pages and directories in clear plastic sleeves.  Architect will return two copies. 

C. Initial Manual Submittal:  Submit draft copy of each manual at least 30 days before commencing 
demonstration and training.  Architect and Commissioning Authority will comment on whether 
general scope and content of manual are acceptable. 

D. Final Manual Submittal:  Submit each manual in final form prior to requesting inspection for 
Substantial Completion and at least 15 days before commencing demonstration and training.  
Architect and Commissioning Authority will return copy with comments. 

1. Correct or revise each manual to comply with Architect's and Commissioning Authority's 
comments.  Submit copies of each corrected manual within 15 days of receipt of 
Architect's and Commissioning Authority's comments and prior to commencing 
demonstration and training. 

PART 2 - PRODUCTS 

2.1 OPERATION AND MAINTENANCE DOCUMENTATION DIRECTORY 

A. Directory:  Prepare a single, comprehensive directory of emergency, operation, and 
maintenance data and materials, listing items and their location to facilitate ready access to 
desired information.  Include a section in the directory for each of the following: 

1. List of documents. 
2. List of systems. 
3. List of equipment. 
4. Table of contents. 

B. List of Systems and Subsystems:  List systems alphabetically.  Include references to operation 
and maintenance manuals that contain information about each system. 

C. List of Equipment:  List equipment for each system, organized alphabetically by system.  For 
pieces of equipment not part of system, list alphabetically in separate list. 

D. Tables of Contents:  Include a table of contents for each emergency, operation, and 
maintenance manual. 

E. Identification:  In the documentation directory and in each operation and maintenance manual, 
identify each system, subsystem, and piece of equipment with same designation used in the 
Contract Documents.  If no designation exists, assign a designation according to 
ASHRAE Guideline 4, "Preparation of Operating and Maintenance Documentation for Building 
Systems." 

2.2 REQUIREMENTS FOR EMERGENCY, OPERATION, AND MAINTENANCE MANUALS 

A. Organization:  Unless otherwise indicated, organize each manual into a separate section for 
each system and subsystem, and a separate section for each piece of equipment not part of a 
system.  Each manual shall contain the following materials, in the order listed: 

1. Title page. 
2. Table of contents. 
3. Manual contents. 

B. Title Page:  Include the following information: 
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1. Subject matter included in manual. 
2. Name and address of Project. 
3. Name and address of Owner. 
4. Date of submittal. 
5. Name and contact information for Contractor. 
6. Name and contact information for Construction Manager. 
7. Name and contact information for Architect. 
8. Name and contact information for Commissioning Authority. 
9. Names and contact information for major consultants to the Architect that designed the 

systems contained in the manuals. 
10. Cross-reference to related systems in other operation and maintenance manuals. 

C. Table of Contents:  List each product included in manual, identified by product name, indexed to 
the content of the volume, and cross-referenced to Specification Section number in Project 
Manual. 

1. If operation or maintenance documentation requires more than one volume to 
accommodate data, include comprehensive table of contents for all volumes in each 
volume of the set. 

D. Manual Contents:  Organize into sets of manageable size.  Arrange contents alphabetically by 
system, subsystem, and equipment.  If possible, assemble instructions for subsystems, 
equipment, and components of one system into a single binder. 

E. Manuals, Electronic Files:  Submit manuals in the form of a multiple file composite electronic 
PDF file for each manual type required. 

1. Electronic Files:  Use electronic files prepared by manufacturer where available.  Where 
scanning of paper documents is required, configure scanned file for minimum readable 
file size. 

2. File Names and Bookmarks:  Enable bookmarking of individual documents based on file 
names.  Name document files to correspond to system, subsystem, and equipment 
names used in manual directory and table of contents.  Group documents for each 
system and subsystem into individual composite bookmarked files, then create composite 
manual, so that resulting bookmarks reflect the system, subsystem, and equipment 
names in a readily navigated file tree.  Configure electronic manual to display bookmark 
panel on opening file. 

F. Manuals, Paper Copy:  Submit manuals in the form of hard copy, bound and labeled volumes. 

1. Binders:  Heavy-duty, three-ring, vinyl-covered, loose-leaf binders, in thickness 
necessary to accommodate contents, sized to hold 8-1/2-by-11-inch (215-by-280-mm) 
paper; with clear plastic sleeve on spine to hold label describing contents and with 
pockets inside covers to hold folded oversize sheets. 

a. If two or more binders are necessary to accommodate data of a system, organize 
data in each binder into groupings by subsystem and related components.  Cross-
reference other binders if necessary to provide essential information for proper 
operation or maintenance of equipment or system. 

b. Identify each binder on front and spine, with printed title "OPERATION AND 
MAINTENANCE MANUAL," Project title or name, and subject matter of 
contents, and indicate Specification Section number on bottom of spine.  Indicate 
volume number for multiple-volume sets. 

2. Dividers:  Heavy-paper dividers with plastic-covered tabs for each section of the manual.  
Mark each tab to indicate contents.  Include typed list of products and major components 
of equipment included in the section on each divider, cross-referenced to Specification 
Section number and title of Project Manual. 
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3. Protective Plastic Sleeves:  Transparent plastic sleeves designed to enclose diagnostic 
software storage media for computerized electronic equipment. 

4. Supplementary Text:  Prepared on 8-1/2-by-11-inch (215-by-280-mm) white bond paper. 
5. Drawings:  Attach reinforced, punched binder tabs on drawings and bind with text. 

a. If oversize drawings are necessary, fold drawings to same size as text pages and 
use as foldouts. 

b. If drawings are too large to be used as foldouts, fold and place drawings in labeled 
envelopes and bind envelopes in rear of manual.  At appropriate locations in 
manual, insert typewritten pages indicating drawing titles, descriptions of contents, 
and drawing locations. 

2.3 EMERGENCY MANUALS 

A. Content:  Organize manual into a separate section for each of the following: 

1. Type of emergency. 
2. Emergency instructions. 
3. Emergency procedures. 

B. Type of Emergency:  Where applicable for each type of emergency indicated below, include 
instructions and procedures for each system, subsystem, piece of equipment, and component: 

1. Fire. 
2. Flood. 
3. Gas leak. 
4. Water leak. 
5. Power failure. 
6. Water outage. 
7. System, subsystem, or equipment failure. 
8. Chemical release or spill. 

C. Emergency Instructions:  Describe and explain warnings, trouble indications, error messages, 
and similar codes and signals.  Include responsibilities of Owner's operating personnel for 
notification of Installer, supplier, and manufacturer to maintain warranties. 

D. Emergency Procedures:  Include the following, as applicable: 

1. Instructions on stopping. 
2. Shutdown instructions for each type of emergency. 
3. Operating instructions for conditions outside normal operating limits. 
4. Required sequences for electric or electronic systems. 
5. Special operating instructions and procedures. 

2.4 OPERATION MANUALS 

A. Content:  In addition to requirements in this Section, include operation data required in 
individual Specification Sections and the following information: 

1. System, subsystem, and equipment descriptions.  Use designations for systems and 
equipment indicated on Contract Documents. 

2. Performance and design criteria if Contractor has delegated design responsibility. 
3. Operating standards. 
4. Operating procedures. 
5. Operating logs. 
6. Wiring diagrams. 
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7. Control diagrams. 
8. Piped system diagrams. 
9. Precautions against improper use. 
10. License requirements including inspection and renewal dates. 

B. Descriptions:  Include the following: 

1. Product name and model number.  Use designations for products indicated on Contract 
Documents. 

2. Manufacturer's name. 
3. Equipment identification with serial number of each component. 
4. Equipment function. 
5. Operating characteristics. 
6. Limiting conditions. 
7. Performance curves. 
8. Engineering data and tests. 
9. Complete nomenclature and number of replacement parts. 

C. Operating Procedures:  Include the following, as applicable: 

1. Startup procedures. 
2. Equipment or system break-in procedures. 
3. Routine and normal operating instructions. 
4. Regulation and control procedures. 
5. Instructions on stopping. 
6. Normal shutdown instructions. 
7. Seasonal and weekend operating instructions. 
8. Required sequences for electric or electronic systems. 
9. Special operating instructions and procedures. 

D. Systems and Equipment Controls:  Describe the sequence of operation, and diagram controls 
as installed. 

E. Piped Systems:  Diagram piping as installed, and identify color-coding where required for 
identification. 

2.5 PRODUCT MAINTENANCE MANUALS 

A. Content:  Organize manual into a separate section for each product, material, and finish.  
Include source information, product information, maintenance procedures, repair materials and 
sources, and warranties and bonds, as described below. 

B. Source Information:  List each product included in manual, identified by product name and 
arranged to match manual's table of contents.  For each product, list name, address, and 
telephone number of Installer or supplier and maintenance service agent, and cross-reference 
Specification Section number and title in Project Manual and drawing or schedule designation or 
identifier where applicable. 

C. Product Information:  Include the following, as applicable: 

1. Product name and model number. 
2. Manufacturer's name. 
3. Color, pattern, and texture. 
4. Material and chemical composition. 
5. Reordering information for specially manufactured products. 
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D. Maintenance Procedures:  Include manufacturer's written recommendations and the following: 

1. Inspection procedures. 
2. Types of cleaning agents to be used and methods of cleaning. 
3. List of cleaning agents and methods of cleaning detrimental to product. 
4. Schedule for routine cleaning and maintenance. 
5. Repair instructions. 

E. Repair Materials and Sources:  Include lists of materials and local sources of materials and 
related services. 

F. Warranties and Bonds:  Include copies of warranties and bonds and lists of circumstances and 
conditions that would affect validity of warranties or bonds. 

1. Include procedures to follow and required notifications for warranty claims. 

2.6 SYSTEMS AND EQUIPMENT MAINTENANCE MANUALS 

A. Content:  For each system, subsystem, and piece of equipment not part of a system, include 
source information, manufacturers' maintenance documentation, maintenance procedures, 
maintenance and service schedules, spare parts list and source information, maintenance 
service contracts, and warranty and bond information, as described below. 

B. Source Information:  List each system, subsystem, and piece of equipment included in manual, 
identified by product name and arranged to match manual's table of contents.  For each 
product, list name, address, and telephone number of Installer or supplier and maintenance 
service agent, and cross-reference Specification Section number and title in Project Manual and 
drawing or schedule designation or identifier where applicable. 

C. Manufacturers' Maintenance Documentation:  Manufacturers' maintenance documentation 
including the following information for each component part or piece of equipment: 

1. Standard maintenance instructions and bulletins. 
2. Drawings, diagrams, and instructions required for maintenance, including disassembly 

and component removal, replacement, and assembly. 
3. Identification and nomenclature of parts and components. 
4. List of items recommended to be stocked as spare parts. 

D. Maintenance Procedures:  Include the following information and items that detail essential 
maintenance procedures: 

1. Test and inspection instructions. 
2. Troubleshooting guide. 
3. Precautions against improper maintenance. 
4. Disassembly; component removal, repair, and replacement; and reassembly instructions. 
5. Aligning, adjusting, and checking instructions. 
6. Demonstration and training video recording, if available. 

E. Maintenance and Service Schedules:  Include service and lubrication requirements, list of 
required lubricants for equipment, and separate schedules for preventive and routine 
maintenance and service with standard time allotment. 

1. Scheduled Maintenance and Service:  Tabulate actions for daily, weekly, monthly, 
quarterly, semiannual, and annual frequencies. 

2. Maintenance and Service Record:  Include manufacturers' forms for recording 
maintenance. 
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F. Spare Parts List and Source Information:  Include lists of replacement and repair parts, with 
parts identified and cross-referenced to manufacturers' maintenance documentation and local 
sources of maintenance materials and related services. 

G. Maintenance Service Contracts:  Include copies of maintenance agreements with name and 
telephone number of service agent. 

H. Warranties and Bonds:  Include copies of warranties and bonds and lists of circumstances and 
conditions that would affect validity of warranties or bonds. 

1. Include procedures to follow and required notifications for warranty claims. 

PART 3 - EXECUTION 

3.1 MANUAL PREPARATION 

A. Operation and Maintenance Documentation Directory:  Prepare a separate manual that 
provides an organized reference to emergency, operation, and maintenance manuals. 

B. Emergency Manual:  Assemble a complete set of emergency information indicating procedures 
for use by emergency personnel and by Owner's operating personnel for types of emergencies 
indicated. 

C. Product Maintenance Manual:  Assemble a complete set of maintenance data indicating care 
and maintenance of each product, material, and finish incorporated into the Work. 

D. Operation and Maintenance Manuals:  Assemble a complete set of operation and maintenance 
data indicating operation and maintenance of each system, subsystem, and piece of equipment 
not part of a system. 

1. Engage a factory-authorized service representative to assemble and prepare information 
for each system, subsystem, and piece of equipment not part of a system. 

2. Prepare a separate manual for each system and subsystem, in the form of an 
instructional manual for use by Owner's operating personnel. 

E. Manufacturers' Data:  Where manuals contain manufacturers' standard printed data, include 
only sheets pertinent to product or component installed.  Mark each sheet to identify each 
product or component incorporated into the Work.  If data include more than one item in a 
tabular format, identify each item using appropriate references from the Contract Documents.  
Identify data applicable to the Work and delete references to information not applicable. 

1. Prepare supplementary text if manufacturers' standard printed data are not available and 
where the information is necessary for proper operation and maintenance of equipment 
or systems. 

F. Drawings:  Prepare drawings supplementing manufacturers' printed data to illustrate the 
relationship of component parts of equipment and systems and to illustrate control sequence 
and flow diagrams.  Coordinate these drawings with information contained in record Drawings to 
ensure correct illustration of completed installation. 

1. Do not use original project record documents as part of operation and maintenance 
manuals. 

2. Comply with requirements of newly prepared record Drawings in Section 017839 "Project 
Record Documents." 
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G. Comply with Section 017700 "Closeout Procedures" for schedule for submitting operation and 
maintenance documentation. 

END OF SECTION 01 7823 
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SECTION 01 7839 - PROJECT RECORD DOCUMENTS 

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 project record documents, 
including the following: 

1. Record Drawings. 
2. Record Specifications. 
3. Record Product Data. 

1.3 CLOSEOUT SUBMITTALS 

A. Record Drawings:  Comply with the following: 

1. Number of Copies:  Submit two set(s) of marked-up record prints. 

B. Record Specifications:  Submit two paper copies of Project's Specifications, including addenda 
and contract modifications. 

C. Record Product Data:  Submit two paper copies of each submittal. 

1. Where record Product Data are required as part of operation and maintenance manuals, 
submit duplicate marked-up Product Data as a component of manual. 

PART 2 - PRODUCTS 

2.1 RECORD DRAWINGS 

A. Record Prints:  Maintain one set of marked-up paper copies of the Contract Drawings and Shop 
Drawings. 

1. Preparation:  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 provide 
information for preparation of corresponding marked-up record prints. 

a. Give particular attention to information on concealed elements that would be 
difficult to identify or measure and record later. 

b. Accurately record information in an acceptable drawing technique. 
c. Record data as soon as possible after obtaining it. 
d. Record and check the markup before enclosing concealed installations. 
e. Cross-reference record prints to corresponding archive photographic 

documentation. 

2. Content:  Types of items requiring marking include, but are not limited to, the following: 

a. Dimensional changes to Drawings. 



Topeka & Shawnee County Public Library-  HTK Project No. 2001.01-020 
Room 123 Remodel  
 

PROJECT RECORD DOCUMENTS  01 7839 - 2 
   

b. Revisions to details shown on Drawings. 
c. Depths of foundations below first floor. 
d. Locations and depths of underground utilities. 
e. Revisions to routing of piping and conduits. 
f. Revisions to electrical circuitry. 
g. Actual equipment locations. 
h. Duct size and routing. 
i. Locations of concealed internal utilities. 
j. Changes made following Architect's written orders. 
k. Details not on the original Contract Drawings. 
l. Field records for variable and concealed conditions. 
m. Record information on the Work that is shown only schematically. 

3. Mark the Contract Drawings and Shop Drawings completely and accurately.  Utilize 
personnel proficient at recording graphic information in production of marked-up record 
prints. 

4. Mark record sets with erasable, red-colored pencil.  Use other colors to distinguish 
between changes for different categories of the Work at same location. 

5. Mark important additional information that was either shown schematically or omitted 
from original Drawings. 

6. Note Construction Change Directive numbers, alternate numbers, Change Order 
numbers, and similar identification, where applicable. 

B. Format:  Identify and date each record Drawing; include the designation "PROJECT RECORD 
DRAWING" in a prominent location. 

1. Record Prints:  Organize record prints and newly prepared record Drawings into 
manageable sets.  Bind each set with durable paper cover sheets.  Include identification 
on cover sheets. 

2. Identification:  As follows: 

a. Project name. 
b. Date. 
c. Designation "PROJECT RECORD DRAWINGS." 
d. Name of Architect. 
e. Name of Contractor. 

2.2 RECORD SPECIFICATIONS 

A. Preparation:  Mark Specifications 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. Record the name of manufacturer, supplier, Installer, and other information necessary to 
provide a record of selections made. 

4. For each principal product, indicate whether record Product Data has been submitted in 
operation and maintenance manuals instead of submitted as record Product Data. 

5. Note related Change Orders, record Product Data, and record Drawings where 
applicable. 

B. Format:  Submit record Specifications as  paper copy. 
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2.3 RECORD PRODUCT DATA 

A. Preparation:  Mark Product Data to indicate the actual product installation where installation 
varies substantially from that indicated in Product Data submittal. 

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 Specifications, and record Drawings where 
applicable. 

B. Format:  Submit record Product Data as  paper copy. 

1. Include record Product Data directory organized by specification section number and title, 
electronically linked to each item of record Product Data. 

PART 3 - EXECUTION 

3.1 RECORDING AND MAINTENANCE 

A. Recording:  Maintain one copy of each submittal during the construction period for project 
record document purposes.  Post changes and modifications to project record documents as 
they occur; do not wait until the end of Project. 

B. Maintenance of Record Documents and Samples:  Store record documents and Samples in the 
field office apart from the Contract Documents used for construction.  Do not use project record 
documents for construction purposes.  Maintain record documents in good order and in a clean, 
dry, legible condition, protected from deterioration and loss.  Provide access to project record 
documents for Architect's reference during normal working hours. 

END OF SECTION 01 7839 
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