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Background / Introduction 

 
 

he DeKalb County School District’s (DCSD) fifth consecutive Education Special 
Purpose Local Option Sales Tax (E-SPLOST) was voted into law by the citizens of 
DeKalb County on May 24, 2016. Tax revenue started accumulating on July 1, 

2017, and was distributed to the DCSD starting August 2017. The E-SPLOST was 
expected to generate $530 million in sales tax revenue for the DCSD’s 2017-2022 
Capital Improvement Program (CIP). An additional $31 million in Georgia Department of 
Education (GaDOE) reimbursements are anticipated through the State Capital Outlay 
Program, resulting in a total Program value of $561 million. The CIP seeks to address a 
portion of the $2.2 billion of facility needs identified throughout DCSD.  
 
The CIP includes, but is not limited to the construction of new schools, various large-
scale additions and renovations, critical building system upgrades, roof replacements, 
parking lot upgrades, play grounds, synthetic turf fields, restroom fixture replacements, 
the refreshment of technology equipment and associated infrastructure, improvements to 
comply with the Americans with Disabilities Act (ADA), safety / security system upgrades, 
school bus and service vehicle purchases, and the allocation of funds to support the 
Local School Priority Request (LSPR) program, which allows select schools to make their 
own capital improvement requests. In June 2016, DCSD completed its solicitation for 
program management services for E-SPLOST V and selected the AECOM Team again 
to manage the CIP.  
 
The purpose of this introductory Chapter is to familiarize the reader with the CIP, to 
define the purpose and structure of the Program Procedures Manual (PPM), and to 
provide general information for the use of the manual. 
 
Included in this Chapter are: 

 
 0-BCK-0010: Purpose of the Program Procedures (PPM) 

 0-BCK-0020: Capital Improvement Plan (CIP) Overview 

 0-BCK-0030: Program Procedures Manual (PPM) Approach 

 0-BCK-0040: Program Procedures Manual Elements & Organizations  

 0-BCK-0050: Updating the Program Procedures Manual 

 

 

T 

1: Program Staffing: 
Organization and Roles 

0: Background/ 
Introduction 

8: Closeout 

2: Program Management 
Controls Strategy 

7: Construction 

6: Design 

3: Program/ Project 
Communications Plan 

4: Procurement 

9: Safety/Security 

5: Pre-Design 
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0-BCK-0010: Purpose of the Program 

Procedures Manual (PPM) 
The PPM is a compilation of the procedures and policies that govern and define how the 

CIP Team manages the program and/or projects.  This manual has been developed by 

the Program Management Team (PMT) for use by the entire Capital Improvement Program 

(CIP) Team. These groups are described in more detail within Section 1-PPM-0020 

Organization & Staffing.  The intent of the manual is to provide a framework for initiating, 

executing, monitoring, close-out and reporting projects and to confirm that schedules, 

budgets, deliverables, and quality are maintained at the levels required by the contract.  

Besides reducing the amount of time required for project start-up and providing 

standardization for all projects throughout the CIP, the manual also establishes a baseline 

for measuring work performance.  

This PPM was also developed to establish a clear understanding of the roles and 

responsibilities of the participants on this Program.  It contains basic instructions, forms, 

and samples that are to be used by the Capital Improvement Program Team (CIP Team) 

to confirm consistent and systemic application of processes and procedures.  While the 

PPM provides uniformity across the Program and addresses the roles of all parties involved 

in/on the Program/project, nothing within this document alters or increases the 

responsibilities of the program manager, the designers, Architects / Engineers (A/Es) 

and/or contractors pertaining to their respective contracts.  The PPM fosters: 

• Consistency and accuracy in information shared 

• Collaboration with constituents 

• Open communication 

• Established and standardized documentation processes and procedures 

• Coordinated document efforts 

This manual may be used in its entirety; however, each section is also intended to be useful 

as a stand-alone reference document.  It is understood that all policies and procedures 

contained in this manual may not be applicable to every CIP contract or project, e.g., 

sections pertinent to construction will not apply to a vehicle acquisition project. 

This manual is dynamic and will be updated periodically as referenced by section 0-BCK-

0050: Updating the PPM. 

0-BCK-0020: Capital Improvement Plan (CIP) 

Overview 
The CIP was developed and approved by the Board of Education in order to maintain 

healthy and safe learning environments for the students of the DeKalb County School 

District.  Below is a breakdown of the 2017-2012 CIP: 
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Total 2017-2022 Budget - $561 Million  

• $456 M in E-SPLOST V Projects  

• $270 M in E-SPLOST IV Carryover Projects  

• $46 M in Program Contingency and Support Services 

• $15 M in Program Management (Consultants) 

• $13 M in Revenue Reserves 

Anticipated Revenues - $496 M 

• $530 M from State of Georgia Sales Tax Revenue 

Anticipated Program Schedule – 87 months 

• July 2017 – September 2024 

Continuing E-SPLOST IV Projects 

• Budget - $270 M 

Key Facts 

The Capital Improvements Plan (CIP) intends to touch every facility, school, and center in 

the DeKalb County School District. The main areas of focus for the CIP (in no particular 

order) are as follows: 

• Retirement of existing CIP’s financial debt 

• Completion of deferred SPLOST IV work 

• New / replacement of three (3) elementary schools and one (1) high school 

• Conversion of a high school to a middle school with a classroom addition 

• Major roofing, HVAC, and code and life safety improvements 

• Seven (7) major capacity additions and / or renovations 

• Sixteen (16) modernization projects 

• Career technology, fine arts, and classroom additions 

• Renovations of classrooms 

• Technology upgrades to virtually all facilities 

• Purchase of new buses and support vehicles to replace aging vehicles 

CIP Statistics (square footages are approximate) 

• Combined eleven (11 ea.) prototype elementary schools 

• Over 2,646,000 square feet of new roofing 

• Another 201,800 square feet of roofing repairs
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• Approximately 2,535,000 square feet of school renovations 

• 185 new technologically advanced high school classrooms 

• 183 new innovative elementary school classrooms 

• Over 1,206,000 square feet of asphalt paving 

• Approximately 7,000 square feet of concrete walkways 

• 6 new state of the art high school teaching auditoriums 

• 22 new advanced career technology instructional centers 

• 25 HVAC replacement, repair, and upgrade projects 

 

The plan is educationally sound, philosophically based, and fiscally responsible, in 

accordance with the DeKalb School Board’s mandates.  The CIP is aligned with Board of 

Education and Superintendent’s goals, the Demographic Study, and the June 2015 Facility 

Conditions Assessment (https://www.dekalbschoolsga.org/comprehensive-master-

plan/data-dashboard/). 

We are partnering with the SPLOST Oversight Committee to provide information to the 

community periodically.  In June 2012, the DeKalb County School District invited 

members of the public to volunteer their services for a 12-member Citizen's SPLOST 

Oversight Committee.  Members provide a wealth of experience in accounting, 

architecture, auditing, construction, engineering, finance, K-12 education, legal, planning, 

project management and/or real estate.  For more information on this Committee, please 

see the DCSD website at http://www.dekalbschoolsga.org/e-splost-advisory-committee/ 

0-BCK-0030: CIP Team Approach  
The Program Procedures Manual (PPM) lays out the CIP Team’s approach for managing 

scheduled projects on the DCSD Special Purpose Local Options Sales Tax (SPLOST) V 

CIP.   

Recognizing the complexity of implementing a major capital program where multiple 

stakeholders are involved, the PMT believes in using an integrated team.  This integrated 

team is composed of the CIP Team (AECOM Program Management and DCSD), the 

stakeholders, the regulatory agencies, Architect / Engineers (A/Es) and other consultants, 

contractors, and the community at large.  As program manager, we are tasked with 

managing and coordinating the various groups responsible for implementing the projects 

outlined in Chapter 1 – Program Staffing: Organization and Roles.   

Initially, the CIP Team facilitates the project planning, organization and implementation of 

controls and reporting with the Proliance software system, in conjunction with Primavera’s 

P6 scheduling software system.  The Proliance/P6 systems include, budget and cost 

management, schedule management, financial management, quality control management, 

document control, and project phase management.  

https://www.dekalbschoolsga.org/comprehensive-master-plan/data-dashboard/
https://www.dekalbschoolsga.org/comprehensive-master-plan/data-dashboard/
http://www.dekalbschoolsga.org/e-splost-advisory-committee/
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0-BCK-0040: PPM Elements & Organization 
Through the use of established procedures and with the combined expertise and 

professional experience of the team members, the PMT aims to successfully complete all 

projects within the Program.  The CIP Team’s aim to do this in a way that will warrant and 

gain the community’s confidence by maintaining the highest levels of quality, safety, and 

value.   

Following this background chapter, this DCSD PPM consists of nine chapters, each 

containing section headings to identify areas where information for specific topics can be 

found.  Starting with Chapter 2, the general organization of the PPM mirrors the flow 

of a typical construction project, allowing the CIP Team to use it as a guide for 

program/project management from project start-up through closeout. 

 

The specific elements of this PPM include: 

• Chapter 0: Background/ Introduction – Provides an overview of the Program and 

defines the PMT’s objectives. 

• Chapter 1: Program Staffing: Organization and Roles – Provides an overview 

of the key positions and their roles and responsibilities as related to the CIP project 

stakeholders, tasks, and deliverables. 

• Chapter 2: Program Management Controls Strategy – Provides strategy for 

using Proliance for program and project controls. 

• Chapter 3: Program/ Project Communications Plan – Provides matrices for 

communication, authority, responsibility, meetings, document distribution, and 

document retention. Details the processes and procedures that are to be utilized 

while managing ongoing E-SPLOST IV and E-SPLOST V projects. 

• Chapter 4: Procurement – Provides processes and procedures for contract 

procurement activities, including solicitation document development, solicitation, 

bidder responsiveness, award recommendations, and contract negotiation. 

• Chapter 5: Pre-design – Provides information on pre-design phase planning and 

activities. 

• Chapter 6: Design – Provides design and design review procedures for the 

effective management of multiple Architect/Engineers (A/Es), engineers, or 

consultants in all phases of the project, including schematic design, design 

development, construction documents, and construction administration. 

• Chapter 7: Construction – Details the processes associated with project 

construction, including scheduling, budgeting, forecasting, Requests for 

Information, submittals, meetings, quality control, payment applications, and 

inspections.
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• Chapter 8: Closeout – Explains the process for project completion and 

acceptance, including punchlists, record drawings, Operations & Maintenance 

manuals, training, certificates of occupancy, final payment, and warranty 

management. 

• Chapter 9: Safety/ Security – Provides details on the Contractors’, A/Es’, Program 

Manager’s, and DCSD’s respective safety responsibilities. 

0-BCK-0050: Updating the PPM 

REVISIONS TO POLICIES AND PROCEDURES  

The forms and procedures in the manual must be used and applied with a full measure of 

practicality and common sense.  Because of the nature of the program management 

contract, “Master Agreement for Program Management services between the DeKalb 

County Board of Education and AECOM,” 6/12/2017, the manual is dynamic.  Program 

personnel should expect periodic reviews to take place, resulting in updates, revisions, and 

additions.  Revision policies are as follows:  

• When any change is made to a section or an attachment, the entire section will be 

reissued.  

• Each version will have a unique, sequential revision number and date.   

• The initial version not in the draft form will be numbered as: 

Issue: R0 10/1/2017 (or actual date) 

• Subsequent versions will be numbered as: 

Issue: R0 2/15/18 

• Where changes from the previous version are minor, they will be indicated by a 

vertical line in the margin beside the changed line(s) of the text.  

• Each time a new section is issued, or an existing one is revised, the Table of 

Contents will also be reissued and revised to reflect the revision number and date 

of the changes.  In this way, the Table of Contents can be used as a reference to 

confirm that the current version of each section is being used.  

• A Master List of those receiving the manual will be kept in order to allow for all 

revisions to be issued to holders of the manual. 

• The PPM will also be located on the District’s M:Drive 
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SUGGESTIONS FOR IMPROVEMENT  

The PPM is intended to be a user-friendly, clear, and concise document.  If you have any 

suggestions for improving it, please forward them to the DCSD Director of Design & 

Construction, Richard H. Boyd, at richard_boyd@dekalbschoolsga.org and the PMT 

Program Controls Manager. 

 

 

 

 

 

 

 

 

 

Revision # Revision Date Section Change(s) Made 

R0 10/17/17 ALL Revision for E-SPLOST V 

 

R2 7/15/20 ALL Updates throughout the 

PPM based on 

incorporation of changes to 

processes and workflows. 

 

R3 8/9/22 ALL Updates throughout the 

PPM based on 

incorporation of changes to 

certain  processes and 

workflows. 

 

    

mailto:richard_boyd@dekalbschoolsga.org
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Program Staffing: Organization and Roles 

 
 

Included in this Chapter are: 

 1-PPM-0010: Program Management Team (PMT) Scope of Services 

 1-PPM-0020: Organization & Staffing  

1-PPM-0030: PMT Organizational Chart 

 1-PPM-0035: PMT Project Listing with Current PM Assignments 

1-PPM-0040: SPLOST V CIP Organizational Chart 

 1-PPM-0050: DCSD Staff Organizational Chart 

 1-PPM-0060: PMT Roles & Responsibilities 

 1-PPM-0070: Contact List 

 

1-PPM-0010 Program Management Team 

(PMT) Scope of Services 
AECOM entered into an agreement with the District on July 27, 2017, to provide program 

management services for the DCSD 2017 – 2022 Capital Improvement Program (CIP) and 

a group of projects remaining from the E-SPLOST IV Program.  AECOM Program 

Management responsibilities include the following elements:  

• Management and coordination of overall 2012-2017 Capital Improvement Program 

per the executed Master Agreement for Program Services: 

o During the Pre-Design Phase 

o During the Design Phase 

o During the Procurement Phase 

o During the Construction Phase 

o During the Project Closeout Phase 

o During the Warranty Phase 

• Provide oversight of various non-construction type projects 

1: Program Staffing: 
Organization and Roles 

0: Background/ 
Introduction 

8: Closeout 

2: Program Management 
Controls Strategy 

7: Construction 

6: Design 

3: Program/ Project 
Communications Plan 

4: Procurement 

9: Safety/Security 

5: Pre-Design 
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• Other duties and responsibilities as delineated in the Master Agreement. 

 

During the planning, design and construction phases of the numerous projects, the 

Program Management Team (PMT) shall perform the overall Program scope services in 

the following section without assuming the responsibility or liability of the respective project 

A/Es for the accuracy, adequacy, and completeness of design and without assuming the 

responsibility or liability of the respective contractors.  Unless the Owner directs otherwise 

in writing, and except as otherwise provided in the AECOM Agreement, the PMT shall 

perform such Services until construction of the Project is complete.    

OVERALL PROGRAM SCOPE OF SERVICES 

In this section, the AECOM Program Management Team, labeled as Program Manager, 

or PM, will report to the Chief Operations Officer in coordination with the staff of the Design 

and Construction Dept.  The Program Manager will provide, in conjunction with the 

District’s staff, management of the Capital Improvement Program (CIP) and the individual 

projects which comprise the program. 

The Program Manager shall provide the following services in accordance with the Master 

Agreement for Program Management Services.  These services shall include, but not be 

limited to: 

A. Management of the Capital Improvement Program 

1. Coordinate and administer the Program, interfacing with internal staff of various 

departments and representatives of outside organizations.  

2. Develop a Program Management Plan which outlines and defines the capital 

improvement scope, schedule, and budget by project.  Develop the criteria and a 

process to identify priorities for the various work items.  

3. Develop a Program Procedures Manual which will provide the framework on how the 

program will be executed on a day-to-day basis. The manual will identify team 

members’ roles and responsibilities, as well as approval processes, lines of authority, 

reporting requirements, external communications with local school principals and 

stakeholders, and any other procedures necessary for the success of the program.  

The Program Procedures Manual shall follow all policies of the Board of Education 

and Georgia Department of Education, as well as the requirements of local and state 

authorities having jurisdiction (AHJ’s)  

4. Provide computer scheduler/analyst to develop and maintain a comprehensive 

master schedule within our Oracle Primavera P6 Enterprise Project Portfolio 

Management Software which documents the sequence and time frame for each 

project in the Program. Report on progress and status will be submitted at regular 

intervals as requested by the Owner.  

5. Review project budgets developed to date and create a master program budget. 
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Prepare and maintain program’s master budget incorporating the Owner’s cost 

accounting procedures. Produce cash flow models to track anticipated project 

receipts against projected expenditures. Develop a process that provides cost control 

and timely, accurate measurement of program and project expenditures incorporating 

earned value management techniques. Prepare periodic summaries of program 

expenditures for the Owner’s review. The costs for the web-based project reporting 

system licensing agreement and any required maintenance fees will be the 

responsibility of the Owner. The Program Manager shall be responsible for properly  

converting existing SPLOST IV project data from current legacy systems over to new 

web-based project reporting system.  

6. Provide document and data control specialist to work with the Owner’s staff to develop 

a web-based project reporting system and associated processes, which can be used 

to monitor project status and support the communication between team members. 

The system shall be used to track and control project information such as contracts, 

costs, issue-tracking, design review, changes, payments, document control, meeting 

minutes, etc. Specialist shall be required to manage all associated with the 

coordination and analysis of documents, drawings, and data associated with the 

Owner’s Capital Improvement Program. Specialist shall coordinate with Facilities 

Management Department to develop and maintain systems and procedures to store, 

retrieve and analyze data, drawings, and other construction documents necessary for 

the design, operations and management of the DCSD’s facilities. 

7. Report on the market climate and recommend strategies to minimize project delays 

and maximize project budgets. Provide analysis of project delivery methods to 

determine an optimal construction framework to complete renovation and modification 

projects.  

8. As requested by the Chief Operations Officer, provide information sessions to the 

Board regarding program status and updates.  

9. Develop an outreach program to encourage qualified architects, engineers, 

contractors and consultants to be a part of the program. If requested, assist the Owner 

in developing and executing a contractor prequalification system.  

10. Assist the Owner in soliciting Requests for Qualification and Request for Proposals 

for A/Es, engineers, surveyors, geo-technical consultants, etc. needed in the 

execution of the program.  

11. Develop a metrics based system to track the program’s level of success. 

  

B. Project Design Phase  

1. Coordinate the design team’s activities and provide leadership in confirming that the 

design phase program and procedures are implemented by all parties.  

2. Assist the Owner’s staff in the selection and assignment of A/Es and engineers.  
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3. Determine needs for surveying, geo-technical and materials testing services, and 

other related services. Make recommendations and participate in selecting 

consultants to perform these services.  

4. Review, implement and monitor project schedule. Update master schedule as 

necessary to reflect any changes. The Project Manager is responsible for the 

management of the design schedule and will undertake necessary action to confirm 

that there is adherence to the schedule. 

Implement and maintain cost control procedures throughout the Design Phase. On 

new or major additions/renovations, prepare a cost estimate and a value engineering 

assessment at the end of Schematics, Design Development 30% and 80% 

Construction Documents, addressing constructability, possible cost-saving materials, 

sequencing of construction and/or construction techniques. Compare with the budget 

and cost estimates submitted by the Design Consultants and recommend revision or 

action, if required, to maintain project budgets. 

5. Review in-progress design documents during each phase of design to protect the 

Owner against errors, inconsistencies, omissions or vagueness in plans and 

specifications. Confirm that all designs comply with the Owner’s Educational 

Specifications and Design Requirements without assuming any of the Design 

Consultant's responsibilities or liabilities for design.  

6. Conduct design progress meetings with the Owner, the Design Consultant and other 

appropriate parties. The Project Manager will record, transcribe and distribute a 

Design Progress Report to all attendees.  

7. Develop a construction delivery strategy that meets the Owner’s objectives and 

minimizes disruptions to the educational program.  

8. Provide periodic reports that summarize design progress, schedule and cost status, 

changes and other significant project information.  

9. Review design to recommend alternative solutions whenever design details affect 

construction feasibility or schedules, without assuming any of the Design Consultant's 

responsibilities or liabilities for design.  

10. Develop phasing and occupancy plan and schedule in conjunction with the Owner’s 

design staff and the Design Consultant that includes procurement support for 

furniture, furnishings, and equipment purchase in order that adequate delivery times 

are included in project schedules. Develop interim housing phasing of projects 

necessary.  

 

C. Solicitation & Award Phase  

1. Coordinate with the Owner’s Procurement/Purchasing Specialist to confirm a current 

bid list is maintained.  

2. Confirm specifications and drawings are available and finalized prior to sending 
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requirements to the Owner’s Procurement/Purchasing Specialist.  

3. Coordinate with Procurement/Purchasing Specialist on all pre bid conference and site 

visit.  

4. Identify and assist the Design Consultant in obtaining all necessary permits.  

5. Assist Procurement/Purchasing Specialist in evaluating bids and processing 

contracts.  

6. Confirm all contract(s), purchase order(s), and other documents are sent to the 

Owner’s Purchasing Department to confirm timely processing.  

 

D. Construction Phase  

1. Provide a management team to provide contract administration and to establish and 

implement coordination procedures among the Owner, the Design Consultant, the 

Contractor, testing agencies and other contractors. The PM will monitor and expedite 

the progress of the construction work. 

2. Conduct with the Owner’s staff, the Design Consultant and the Contractor a pre-

construction orientation meeting.  

3. Establish and implement procedures for the submittal and review by the Project 

Manager, the Design Consultant and the Owner of shop drawings, samples, test 

reports, change orders and application for payments. The PM will maintain logs, files 

and other documentation relating to such submittals and reviews.  

4. Manage and administer construction contracts and coordinate with Design 

Consultants and the Owner concerning work change, payments, submittals, 

monitoring of construction, document interpretations, and other procedural aspects.  

5. Evaluate Change Orders. The Project Manager shall advise the Owner on Change 

Order process confirming fair price and procedural compliance. Make 

recommendation to the Owner as to justification and appropriateness of Change 

Orders, including the appropriateness of quantities and pricing of the work.  

6. Use standard accounting methods to tabulate, compile and check correctness of all 

expenditures associated with the project. The PM shall review Contractor payment 

requests and verify progress.  

7. Conduct regular job coordination meetings with the Contractor, Design Consultant 

and the Owner.  

8. Review scheduled construction activities for coordination with ongoing educational 

programs and school functions.  

9. Review and monitor the progress of the Contractor's work based upon the approved 

construction schedule. Advise the Owner regarding the best sequencing to facilitate 

productivity and occupancy objectives.  
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10. Report potential budget and schedule variances, and if necessary, prepare recovery 

plans.  

11. Make recommendations to the Design Consultant when the PM observes 

construction work that appears to be defective or not in conformity with the Contract 

Documents.  

12. Provide written monthly status reports which shall include schedule reports, cost 

status reports and cash flow analysis.  

13. Assist the Design Consultant in the determination of Substantial Completion and the 

preparation of punch list. Verify the acceptability and completeness of all work per the 

Contract Documents.  

14. Work with the Owner’s Warehouse Services to provide logistical support in the 

acquisition, receiving, and setting up of furniture and equipment within new and 

renovated facilities. 

 

E. Construction Closeout Phase  

1. Coordinate the plan and schedule of occupancy to minimize disruption to educational 

activities.  

2. Develop a performance evaluation process of new building systems installed in a 

facility impact on users.  

3. Schedule instruction sessions by major material and equipment suppliers to orient 

and train the Owner’s staff for operation. Confirm all operations manuals and 

warranties are delivered to the Owner in a timely manner.  

4. Organize and conduct six-month and eleven-month post occupancy evaluations and 

provide written reports.  

5. Coordinate and expedite transmittal of as-built drawings, guarantees, warranties, 

maintenance manuals and other record documents to the Owner.  

6. Secure copies of Occupancy Certificates for the Owner’s records. Maintain schedule 

of when Temporary Certificate of Occupancy and Certificate of Occupancy were 

obtained.  

7. Prepare final project accounting, cost per unit comparisons, and closeout reports.  

8. Conduct warranty inspections of projects during the applicable warranty period. 

Consult with the Design Consultant and the Owner to obtain and expedite corrective 

work to repair warranty items.  

9. Develop and evaluate instrument and performance of the design consultants, and 

construction contractors, and provide evaluation in writing.  
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F. Project Management Oversight  

1. Provide project management oversight services regarding scheduling, cost tracking 

and reporting for the following, but not limited to:  

a) Demolition (In coordination with Owner’s Facilities Department)  

1. Surplus Properties  

b) Safety/Security Upgrades (In coordination with the Owner’s IT 

Department)  

1. Intrusion Alarm System Replacements  

2. School Based Radio Replacements  

3. Video Recorder Upgrades  

4. Digital Video Camera Upgrades  

5. CCTV Additions  

6. Public Safety Weapons System Replacement  

7. Command Center Equipment Upgrades and Replacements 

c) Technology Equipment and Infrastructure Upgrades (In coordination with 

the Owner’s IT Department)  

1. Major Projects  

a. Replacement Schools  

b. Large-Scale Additions, Renovations, and Modifications  

2. Classroom Equipment Upgrades  

3. Infrastructure Refresh  

4. Wireless Access Upgrades  

5. Telecom Infrastructure Upgrades  

6. Digital Content Distribution Upgrades  

7. Infrastructure Upgrades  

8. Hardware Refresh  

9. 21st Century Technology Upgrades  

d) Transportation (In coordination with the Owner’s Transportation 

Department)  

1. School Bus Replacement  

2. Support Service Vehicle Replacement  

3. Bus Monitoring Systems  
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4. Radio Communications  

 

G. Other Duties and Responsibilities 

2. Attend meetings as requested by the Owner. Meetings may be conducted during or 

after regular business hours. Examples of type of meetings which PM may be 

requested to attend include:   

1. Community Meetings  

2. Project Review Meetings  

3. Community Construction Advisory Committee  

4. Coordination Meeting with DCSD staff 

5. Local Governmental Agencies  

6. Operations Division Staff Meetings  

7. Capital Program Department Staff Meetings  

8. School Board Meetings 

 

H. Capital Project List from RFP 

The capital project list shows the E-SPLOST V and remaining E-SPLOST IV projects which 

are anticipated to be managed by the Program Manager (PM). The project list is to be used 

by the PM as a framework for the program. The PM will work with the owner to further 

define the project list and recommend modifications to the priorities, budgets, and 

schedules as necessary to execute the program. The following notes apply to the 

ESPLOST IV and E-SPLOST V projects shown in Table 1 and Table, 2 below. 

Estimated project budgets include all costs to be directly managed by the Program 

Manager, with the exception of fees associated with land costs, program management, 

and program contingency. Revenues for these projects are anticipated to be from the 

balance of ESPLOST IV, E-SPLOST V sales tax collections and State Capital Outlay 

Reimbursements. A preliminary cash flow projection has been calculated to ensure 

adequate funds for these new projects based upon standard design and construction 

schedules. 

“Replacement” facilities as noted are planned to be built on existing school sites. 

Temporary facilities may be constructed on site and used as swing space for students until 

the new replacement facility is complete. 

Major additions, renovations, and modification projects have not been fully scoped, but will 

generally include work as identified in information provided to the public prior to the 

SPLOST V election. This information can be found on the E-SPLOST V website via the 

following link. http://www.dekalbschoolsga.org/e-splost/ 

http://www.dekalbschoolsga.org/e-splost/
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The safety and security component include ERP/Finance/HR System, computer refresh A 

& B, telecommunications upgrades, updated cameras and security equipment, active 

boards, and improved technology infrastructure. This will be managed by the Owner’s IT 

Department with program oversight provided by CIP Program Manager. 

 

(Continued on next page) 
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I. Table 1: Program Management Projects E-SPLOST IV 

*This project requires technology infrastructure and equipment upgrade oversight. 
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Table 2: Program Management Projects E-SPLOST V 

 



 

                                               Page | 31 

                                                 

 

Program Procedures  Manua l  (PPM) 

0 - Background/ Introduction 

 



 

                                               Page | 32 

                                                 

 

Program Procedures  Manua l  (PPM) 

0 - Background/ Introduction 

J. Capital Project List as/of: July 2021 

(Continued on next page) 
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1-PPM-0020 Organization & Staffing 
The CIP Team is comprised of two distinct groups, the DCSD Accountability Team (DAT) 

and the Program Management Team (PMT).  The DAT includes several staff members 

from the DCSD Facilities Management Department and Administration.  The PMT is made 

up of AECOM Corporation (AECOM), which holds the contract with DCSD, and one 

minority-owned firm which is based in DeKalb County, Corporate Environmental Risk 

Management (CERM). Both teams are defined further throughout the remainder of Chapter 

1. 

• PMT = AECOM Program Management Team 

• DAT = DCSD Accountability Team 

• CIP Team = PMT & DAT 

1-PPM-0030 PMT Organizational Chart 
The organizational chart below shows the key personnel, administrative structure, project 

responsibilities, and working relationships of the AECOM Program Management Team. 
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1-PPM-0035 PMT Project Listing with Current 

PM Assignments 
Tables 8 and 9 in the Monthly Status Report (MSR) depict all the projects for which AECOM 

has either full responsibility or oversight responsibility.  Appendix A and Appendix B in the 

MSR  identify the PMT Project Manager responsible for each project.  These tables are 

updated periodically, but no less than every month.  
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1-PPM-0050 SPLOST V CIP Organizational Chart 
 

Primary Communications are as follows: 

• DCSD directs AECOM/ AECOM recommends to DCSD 

• AECOM directs A/E/ A/E recommends to AECOM (copies DCSD) 

• A/E directs Contractor/ Contractor recommends to A/E 

• Contractor directs communications to A/E (copies AECOM and DCSD) 
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1-PPM-0060 CIP Team Roles and 

Responsibilities 

PMT ROLES AND RESPONSIBILITIES  

Program Director 

• Single point of responsibility for the PMT 

• Develop Program-wide processes and policies 

• Develop Program-wide delivery strategy 

• Works directly with DCSD leadership on Program direction 

• Primary voice for the PMT 

• Interaction with E-SPLOST Advisory Committee 

Deputy Program Director 

• Direct management of project managers/ project delivery 

• Direct management of project controls/ reporting 

• Relays and the directives from Program Director to CIP Team 

• Coordination of design/peer review 

• Coordination of estimating services 

• Reports to the Program Director 

 

NOTE: All of the following staff will report to the Deputy Program Director with the exception 

of the Procurement Specialist, who reports to the Program Director. 

Project Managers/ Asst. Project Managers 

• Ultimate responsibility for management of their individual projects from inception to 

end of warranty period 

• Primary role is to manage the A/E, contractors, specialty consultants, and other 

project participants 

• Develop and maintain production budget in order to complete assigned projects 

within the SPLOST Master Budget 

• Develop and maintain project schedules in order to complete the projects within the 

SPLOST Master Schedule 



 

                                               Page | 43 

                                                 

 

Program Procedures  Manua l  (PPM) 

0 - Background/ Introduction 

• Responsible for all documentation and reporting at the project level 

 

Program Scheduler 

• Develop the Master Schedule based on the Board Approved Master Project Listing 

• Maintain the Master Schedule throughout the Program 

• Perform “what if” exercises as requested by DCSD and PMT managers 

• Develop Project-level schedules for designated projects 

• Assist PMs with reviewing contractors’ project schedules 

Estimating 

• Provide check estimates for minor projects 

• Provide check estimates for major change orders 

• Provide detailed estimates for major projects at the end of each design phase and 

prior to solicitation for construction 

Procurement Specialist 

• Lead procurement for PMT 

• Assist the PMT PMs with providing information required for procurement in a timely 

manner 

• Track all steps in the procurement process until contracts are executed and Notice 

to Proceeds (NTP) are issued 

• Facilitate Project Kickoff with PM and A/E and Preconstruction Conferences with 

PM, A/E, and GC 

• Assist with Monthly Status Report 

• Reports to Program Director 

Document Control Specialist 

• For hard copy files, develop and maintain filing system 

• For electronic files, develop and maintain filing system 

• Lead effort in progressing all projects to “paperless” PCM program 

• Maintain the PPM 

• Lead all reporting efforts - Monthly Status Report 
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PMIS Administrator (Program Controls Mgr.) 

• Develop and implement Proliance system 

• Develop basis for the CIP Team technology system 

• Assist in producing the Monthly Status Report 

• Provide training for PMT and DAT personnel on PMIS 

• Provide training for A/E’s and contractors as requested 

• Provide orientation to Proliance for A/Es and contractors 

Design Review Team 

• Perform full design reviews on major projects and additions/ renovations 

• Assist PMs with design reviews where subject is complex or extraordinary 

• Provide export design review support as appropriate 

• Provide reports and recommendations as appropriate 

Project Administrator 

• Coordinate, transcribe and proofread weekly team meeting agendas/minutes and 

action items for accuracy, prior to distribution to AECOM team 

• Maintain, update, and track various financial documents (pay apps, invoices, 

change orders, purchase orders, expense reports etc.) for payment 

• Monitor and control various filing system for confidential and other files (school 

projects/ personnel) 

• Assist AECOM Team with uploading of various schools’ project documents 

(contracts, financials, meeting minutes, etc.) to Proliance 

• Schedule meetings and coordinate with team members  

• Assist with office supplies, faxing, copying, and scanning of various 

correspondence and other such office documents as necessary; various other 

administrative duties as assigned. 
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1-PPM-0061 CIP Team Work From Home 

Protocol 

PMT WORKING FROM HOME   

PMT personnel should plan on being in the office at least 4 days per week and 

work an 8-hour day with an hour lunch break.  Working From Home (WFH) should 

be clearly indicated on all personnel’s Outlook calendar and the Team Calendar 

maintained by the Project Administrator.   

The Project Administrator should be provided access to all personnel’s Outlook 

calendar.  Personnel should be logged into the system when working from home.  

Status will be displayed through the ‘Chat’ function in Teams. 

Personnel should have a workspace that is free from noise and distractions, i.e.,  

doorbells, dogs, children, for work calls.  It is expected that personnel have child-

care arrangements for after-school, teacher workdays, vacations, etc. when 

working from home. 

It is understandable that unexpected circumstances arise that may necessitate 

being at home for family issues.  Personnel shall use their best judgment whether 

to take Personal Time Off (PTO).   If work cannot be focused on, PTO should be 

taken. 

Working From Home is a privilege that may be suspended or revoked. 

Also, please reference Section 9, Safety, for additional guidelines related to 

COVID-19. 
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1-PPM-0070 Contact List 
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Included in this Chapter are: 

 2-Proliance-0010: Program Management Controls Strategy (PMCS) 

 2-Proliance-0020: Document Control (using Proliance)  

 2-Proliance-0030: Cost Control (using Proliance) 

 2-Proliance-0040: Accounting Transmittal Process 

 2-Proliance-0050: CPM Schedule Control Primavera – P6 

 2-Proliance-0060: Meetings 

 2-Proliance-0070: Reporting  

2-Proliance-0071: DOE Reimbursement Reporting 

2-Proliance-0073: Procedure for Responding to Open Records Requests 

 2-Proliance-0080: Posting to e-Board Agenda Items DCSD BOE 

 2-Proliance-0090: Proliance User Setup & Training 

2-Proliance-0100: P6 User Setup & Training 

2-Proliance-0010: Program Management 

Controls Strategy (ProlianceTM) 
The purpose of this section is to provide a general overview of the Proliance system and 

the general procedures that are used to develop and implement Proliance for a specific 

project.  

1.0 GENERAL  

The Proliance system consists of schedule management, cost/ budget forecast 

management, QA/QC management, communications management, scope creep 

management, and risk management modules for management of all phases of the project, 

including pre-design, design, procurement, construction, closeout, and warranty.  The 

Proliance system is used to forecast potential budget overruns early in the design process 

and during construction so that solutions can be developed to mitigate adverse effects on 

2 
Proliance 
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the project.   

The PMT Project Manager (PMT PM) is responsible for utilizing the systems as required 

each of his specific projects, tailoring it for the size of the project.  The system is structured 

to report detailed and summary information at three management levels within the 

Program: executive level, regional level, and project level.  

2.0 PRIMAVERA P6 SCHEDULE CONTROL SYSTEM 

The Primavera P6 schedule control system uses the construction industry-standard Critical 

Path Method (CPM) with tasks tied to costs through the work breakdown structure (WBS).  

Different levels of scheduling are developed over the course of each project; they are 

discussed below.  

Program Master Schedule – The Program Master Schedule developed by the PMT 

shows all projects in the Program at a high level.  Typically, projects are organized by 

‘Phase’, as follows: 

• Planning  

• Design Procurement 

• Design 

• Construction Procurement 

• Construction 

• Closeout on Documents (CD) 

• Estimating and reconciliation at each stage  

• Approvals from the CIP Team and GaDOE  

• Establishment and preparation of swing space, as necessary  

The Program Master Schedule is monitored continually and updated at least monthly to 

reflect current Program status.  This updated schedule information is then included in the 

Monthly Status Report (MSR). 

Project-Level Schedule – Depending on a project's size and/or complexity, an individual 

project schedule may be developed to expand on the milestones dictated by the Program 

Master Schedule.  A Project-level Schedule may consist of 20-40 to 80 interrelated 

activities.  These include:  

• Design procurement  

• BOE Approval Process – at all appropriate procurements 

• Schematic Design Documents (SD), Design Development Documents (DD), and 

Construction Documents (CD) 
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• Estimating and reconciliation at each stage  

• Approvals from the CIP Team and GaDOE  

• Establishment and preparation of swing space, as necessary  

• Demolition procurement 

• Demolition 

• Construction procurement  

• Construction 

• FF&E 

• Technology 

• Construction closeout 

• Warranty 

All Project-level Schedules are monitored continually and updated at least monthly to 

reflect current project status.  The updated information is then consolidated in the 

Program Master Schedule for inclusion in the Monthly Status Report (MSR). 

Design Schedule – The PMT PM will develop a milestone-level Design Schedule 

specifically for each project that will be an integral part of the RFP for Architect/Engineer 

(A/E) services and the A/E’s contract.  After the award of the contract, the PMT PM 

collaborates with the design professional in order to develop a detailed Project-level 

Design Schedule.  The schedule will identify in detail all major milestones and 

intermediate checkpoints and deliverables that the A/E will have to meet during the design 

process.  These milestones include: submittal of drawings; specifications; detailed cost 

estimates; Value Engineering (VE) studies; for Schematic Documents (SD), Design 

Documents (DD), 30%/80%/100% Construction Documents (CDs); reviews; and 

reconciliations and approvals of each submittal.  In the event of budget overruns at any 

design phase, the A/E will provide redesign in accordance with their contract, in order to 

keep the project on schedule.  A design recovery schedule will be developed by the A/E 

as necessary.   

 

Construction Schedule – The Construction Schedule will be developed by the Builder 

(i.e., General Contractor (GC), Construction Manager-at-Risk (CMAR), or Design-Builder) 

and will show all activities required to construct and turnover the project.  It will show 

logical relationships between the major activities, material supply, procurement, 

construction, and turn-over and occupancy anticipated for each project.  The Builder will 

submit the schedules per the requirements of its contract.  Generally, the following 

applies: 
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1. The Builder will procure a scheduling consultant to perform the technical 

scheduling required on this Program. (This requirement can be waived in writing, 

by the District, if the contractor shows in-house expertise for this function).   

2. The Builder, within seven (7) days of Notice to Proceed, will submit a schedule 

to the A/E and PMT PM for approval.  A preliminary schedule outlining 

significant activities for the first 60 days of the contract.  This preliminary 

schedule will incorporate all significant milestones issued to the Builder in his 

contract.   

3. Within 15 days, the Builder will submit to the A/E and Owner a full CPM, cost 

and resource loaded schedule for the entire project for review and approval.   

4. Construction Schedules will display both the current and baseline schedule for 

comparison.   

5. The PMT PM and the A/E will monitor the Builder’s schedule continuously 

throughout construction. 

Look Ahead Schedules – The contractor is required to submit a Look Ahead Schedule at 

each weekly meeting.  On large projects, a two-month look ahead and a one-month look 

behind is recommended.  On smaller projects, it can be adjusted accordingly. 

3.0 PROLIANCE COST CONTROL SYSTEMS  

To mitigate budget and/or cost overruns, a cost control system must be implemented that 

specifically addresses funding, budgeting, cost accounting, Change Order (CO) control, 

payment, and potential cost disputes.  This system integrates with the schedule control 

system.  

Specific information pertaining to several of the cost control system components is 

provided below.  

Financial – AECOM has implemented Trimble’s Proliance Program Management 

Information System. Proliance tracks all budgets, forecasts, commitments, and invoicing.  

When SPLOST V was adopted by DCSD, a Master Budget was developed.  That Master 

Budget is the baseline for all projects going forward.  DCSD previously used the 

accounting system “TERMS.” DCSD has implemented a new financial control system, 

“Munis”, which replaced all previous functions carried out by TERMS. Munis currently 

tracks budgets and expenditures, but not commitments.  The PMT is now tracking 

commitments and revenues in Proliance through its budget/forecast system. 

Accounts – A code of accounts has been established by the DCSD that consists of a 

capital cost code, a project budget code, and a finance account code.   

Full accounting codes are as follows:  

EXAMPLE 423.71.01.00.301422.752.0000 
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• 423 represents the SPLOST V Program and is used consistently for all accounting 

codes related to the Program 

• The next six digits, in this case 71.01.00, represent the Cost Code pertaining to the 

type of expense:   

o 71.01.00  Pre-construction services 

o 71.03.00  A/E services 

o 71.04.00  General contractor 

o 71.05.00  Construction Services 

o 72.00.00  FF&E 

o 73.00.00  Technology 

o 99.99.00  Contingency 

These codes are used uniformly on all SPLOST V projects. 

• The next six digits, in this case 301423,represents the project number - a discrete 

number for each project. 

• 752.0000 represents the DSCD accounting code for code for all CIP work. 

NOTE: DCSD has transitioned to a new code system for the new Munis software.  

New accounting code breakdown is as follows: 

EXAMPLE -  SP5FACCON.35935.ARCHITECT 
 

• SP5 represents the E-SLOSPT V Program and is used consistently for all 
accounting codes related to the Program (SP4 is used to represent E-SPLOST IV) 

• The next six digits, in this case FACCON, represent the type of project (FACILITY 

CONDITIONS IMPROVEMENTS) 

• The next five digits, in this case 35935, represent the project number. 

• ARCHITECT represents the DCSD budget accounting line 
 

Budget – The District has developed a baseline budget for each project.  Once a project 

becomes active, the PMT PM will perform a detailed budget review with DCSD and develop 

a “Production Budget” that will be used for managing the project. 

Cost Control – There are three phases where costs can be controlled to the greatest 

extent.  The first is during design, where a great deal of effort is expended to keep the 

design within the design criteria and budget through estimate reconciliations, design 

review, value engineering, and redesigns.  The second is during the procurement of the 

Builder.  The PMT Project Managers will use their experience and expertise to minimize 

gaps in the design and the BUILDER buyout.  The third is during construction, by closely 

reviewing all change order requests (CORs) for merit and reasonableness. 
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Critical to effective contract and budget management is the reporting of committed costs, 

forecasts and actual cost and payments.  The cost system will compare the original 

budget to the actual expenditures.  The total program estimate, budget, and finance/cost 

control includes reporting that tracks the estimates, the actual budgeted amount, funding 

commitments, change orders and payments.  The system also forecasts over- and under-

budgeting or funding.  Reports containing this information will be provided to various 

levels of management.  

4.0 PROLIANCE MATERIAL AND SYSTEMS CONTROL  

At times, the PMT PM will track District-furnished and installed items such as furniture, 

fixtures, and equipment (FF&E); school buses; and technology.  For the transportation 

and technology type activities, the CIP Team’s PMs will meet with both departments on a 

consistent basis to coordinate DCSD with the contractor.  For the “School Bus Purchase” 

activity, the PMT PMs will contact the responsible DCSD individual for updates on a 

monthly basis.  This information will be uploaded to the Proliance cost reporting system 

and will be included in the Monthly Status Report (MSR) .  

5.0 REPORTING  

• Daily: The Builder is required to submit daily reports to the A/E and District.  The 

PMT PM will review the Builder’s daily report for general compliance ensure that 

the daily report is uploaded and archived in the PMIS.  

• Weekly: The PMT Project Managers will provide a weekly status report on each of 

their active projects to the Deputy Program Director for transmittal to the District on 

Wednesday by 2:00 PM each week. 

• Monthly Status Report (MSR): A Monthly Status Report will be issued to the 

District in hard copy and electronic copy by the 5th of every month to report on 

activities thru the end of the prior month.  If the 5th falls on a weekend or holiday, 

the report will be submitted on the next business day.  This report is formatted to 

report on all active projects in the Program.  This report will include the following 

sections:  

o Program Funding & Expenditures Summary 

o Regional Project Budget/Cost Status Reports  

o Regional Project Schedule Status Reports  

o SPLOST V Sales Tax Revenues by Month 

o SPLOST V Total Revenue by Month 

o SPLOST V Project Scope / Budget Schedule Summary 
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• Monthly Status Report (MSR) Executive Summary: The PMT Program Director 

will generate an Executive Summary of the Monthly Status Report information for 

transmittal to the Chief Operating Officer, with copies to the Office of the 

Superintendent, the Chief of Staff, and the Chair of the E-SPLOST Advisory 

Committee within 5 days of publication of the Monthly Status Report. 

 

6.0 DOCUMENT CONTROL  

Trimble’s Proliance Program Management Information System has been implemented.  

All drawings, documents, correspondence, reports, and invoices produced or received 

during the course of the project are identified in accordance with an established index.  

The system is used to track the issuance and receipt of all documents.  Policies, 

procedures, and standards have been developed for the document control system and are 

included in Section 3 of this manual.  

7.0 COMMUNICATION MANAGEMENT  

Each project has a comprehensive and effective system and procedure for maintaining 

program documentation, reporting, and communicating status information within the team, 

as well as to the District and other external parties.  This manual (PPM) is the basis for 

consistent reporting and communications.  The Communications Management System 

provides for the timely collection and dissemination of information; comprehensive, secure, 

and accessible program documentation; facilitation of informed decision making; a 

traceable history; and integration of information from any sources.  It includes the 

management information system, and the office automation and telecommunication 

infrastructure used to support the project.  Totally comprehensive communications among 

project team members is the key to the success of the team approach.  Communication 

is structured using the framework of the WBS.  Communication elements include the 

following:  

• Meetings (Virtual or In-person) 

• Telephone conversations  

• Memorandums  

• Correspondence  

• Reports and studies  

• Contract documentation 

• Electronic communications 
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8.0 SCOPE MANAGEMENT  

The District has developed a general scope for all projects based on the project list and 

information approved by the Board of Education for the SPLOST Program.  These scopes 

of work are documented in the District’s Local Facility Plan. Upon Notice to Proceed, the 

A/E will meet with the District and PMT to review the planned scope, and then will develop 

a preliminary report identifying the scope of work that the A/E believes can be designed 

for the Stated Cost Limitation (SCL). The PMT and A/E will meet with the District to agree 

on the exact scope of work the A/E will be asked to design; the A/E will take this scope of 

work and develop drawings and specifications to meet the budget.  The A/E will design to 

the SCL and, if it exceeds the SCL, it will revise the design at no cost to the District. 

2-Proliance-0020: Document Control - Proliance 
The purpose of the Document Control System is (1) to confirm that project documentation 

is complete for historical purposes, (2) to identify documents that require follow-up or status 

tracking to confirm timely response, and (3) to provide a method for document retrieval. 

This section contains the procedures for the control of the documents.  

The Document Controls Specialist (DCS), in conjunction with the Proliance Administrator, 

is responsible for the set-up and maintenance of the documentation and tracking system 

that confirms items are adequately documented, tracked for timely response, and able to 

be retrieved in a timely manner.  

The PMT Project Manager is responsible for making sure the project team is using the 

Proliance system properly by submitting information into the system timely and accurately.  

The PM is the focal point for administering the PCM program on the project level. 

The Proliance system is totally dependent on the participation of the entire project team – 

A/E, contractor, Owner, Program Manager, consultants, etc.  Each entity is responsible 

for processing their documentation in accordance with the agreed-to workflows.   

1.0 REPORTS  

Reports can be generated using database queries in response to District or stakeholder 

questions.  These reports are organized in such a way that the requestor can select the 

exact information required from a simple review of the documents presented.  

2.0 FILING OF PAPER COPIES  

4.1 General Storage  

All Program and project document hard copies will be stored in a secure location as 

dictated by the District. The secure storage location will be a controlled access space that 

serves as the repository of the original, or best copy, of the particular contract-related 

documents.  
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3.0 TYPES OF COMMUNICATION AND RECORD KEEPING  

3.1 General  

Different types of project deliverables will require different documentation and lines of 

communication.   

Strong, effective, and constant communication within the entire management team 

(District, PM, design consultant, and contractors) is the backbone of success for every 

project.  With the use or application of state-of-the-art information technology (web-based 

information flow) this task has become much more effective and simplified.  

Because the PMT is ultimately held accountable, it is essential that all communications, 

instructions, and decisions be documented.  The types of communications include, but 

are not limited to:  

• Correspondence  

• Faxes  

• E-mails  

• Memos  

• Transmittals  

• Meeting notes (Minutes)  

• Telephone communication records 

• Diaries  

3.2 Correspondence  

All correspondence must include the following:  

• Project number and name  

• File number  

• Subject matter 

• Date 

• Letter number (e.g., Letter # 1 to DCSD = DCSD001) 

3.3 Faxes  

All faxes must include the following:  

• Project number and name  
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• File number 

• Subject matter 

• Date 

Faxes will be filed in a chronologically ordered “Fax” file. Faxes will be limited, and are not 

intended to replace formal letters.  They will be used to transmit information that is not 

available electronically, but with the use of E-mail and a web-based information flow, the 

use of faxes will be limited.  

3.4 E-mail  

E-mail will be carefully examined for content and considered as a letter if sending or 

receiving instructions and directions.  All e-mails will be retained electronically, logged, 

and saved to appropriate file.  Note that e-mail can create risk to the District if it is not 

treated as one would treat a letter.  

3.5 Transmittals  

Transmittals should only be used to transmit information that cannot be sent electronically 

(material samples, shop drawings, etc.).  All such transmittals will be filed chronologically 

by the Project Administrator.   

3.6 Meeting Notes (Minutes)  

During the design management and/or pre-construction period the following types of 

meetings will most likely occur:  

• Design meetings (programming, design, progress, budget, and scheduling) 

• Owner/A/E/Contractor (OAC) meetings with the PM 

• Meetings with permitting authorities or authorities having jurisdiction 

As moderator, the PM maintains the agenda, keeps the discussion focused, obtains 

commitments related to completion of action items, underscores decisions as they are 

made, and summarizes the meeting results.   

Minutes of the meeting will be distributed promptly, with action items highlighted, and 

should include assigned responsibilities and deadlines.  

The meeting minutes indicate the date, purpose, place, number, and attendees (see 

Attachment A for Sample Meeting Minutes Form).  

The following closing paragraph shall be placed on all meeting notes:  

“The meeting minutes above reflects the author’s understanding of the discussions that 

occurred in this meeting and are believed to be accurate and complete.  Each attendee is 

requested to review these meeting minutes within 24 hours of the distribution of these 

minutes, and to provide any additional comments if they believe that the above meeting 
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minutes do not adequately represent the full discussion.  After this 24-hour period, all 

comments will be added, and these meeting minutes will be recorded in the permanent 

record as an accurate and complete representation of the proceedings in the meeting.” 

3.7 Telephone Communication Records  

Items discussed and decided upon and instructions received or given during telephone 

conversations will be recorded and chronologically filed in the appropriate folder of the 

project file.  

3.8 Program Manager's Daily Log 

Per Article 4.41 of the PMT contract with DCSD, during construction of a large project, the 

Program [Project] Manager will ensure that a daily log of events and job site conditions, 

including descriptions of any adverse weather, specific Work accomplished, equipment 

breakdowns and failures, procurement and delivery problems, accidents and injuries, 

safety violations and citations, and any other events or circumstances impacting the 

progress, cost, or quality of the Project is produced and cataloged.   

2-Proliance-0030: Cost Control - Proliance 
 

The CIP Team shall confirm that all project costs are uploaded, managed effectively, and 

reported accurately using the Proliance software system. 

The purpose of this section is to provide procedures for developing budgets, making 

changes to existing project budgets, requesting funding and changes to funding for 

contracts, and specifics regarding cost management processes.  

1.0 OBJECTIVES  

The cost management objectives of a project or program are to:  

• Establish procedures and systems to collect, manage, and report on all 

program/project cost data  

• Organize all costs for each project into one system for cost reporting, cost 

management, and management of the project/program  

• Accurately track budgeted, contracted, forecasted, and invoiced costs for the 

project/program, and measure performance against the approved program/project 

budget  

• Provide the District with the data required to make informed decisions on cost 

management issues 

• Provide the District’s Finance Division with cost information related to project 

funding, bond issuance, encumbrance, cash flow requirements, and demand on 

contingencies.  
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The Cost Management System consists of the hardware, software, coding structures 

and procedures established to accomplish the cost management objectives of the 

program.  The approach to project/program cost management is the following:  

1. If one has a program, it will be managed as a group of projects.  

2. Costs are budgeted based on projects, not contracts.  A project normally 

contains several contracts that cover design, construction, and a variety of other 

costs. Invoiced cost data is collected at the contract level.  

3. A program budget is developed and monitored based on costs compiled at the 

project level.  

4. The project/program cost management system relies on the PM compiling 

invoiced and forecasted costs and forwarding this data in a project/program cost 

report at regular intervals to the District.  

5. Changes to the project/program budget are managed by the PM and approved 

by the District.  

6. Project/program cost reports are prepared to share cost information, to identify 

cost issues and trends, and to provide the information needed to resolve those 

issues.  

2.0 COST CODING STRUCTURES  

2.1 General  

Due to complexity of projects/programs and the cost-reporting requirements, codes are 

used to identify many elements within the project/program, such as projects, consultants 

or contractors, and contracts.  This subsection describes an example of these coding 

systems.  

2.2 Project  

All work defined under the project/program must be coded against a cost center such as 

utilities, buildings, phases, projects, etc.  The District’s Finance Division, with the 

assistance of the PM, will allocate the project/program budget to the various cost centers, 

and will code all projects in the project/program to the appropriate cost center.  The PM is 

responsible for the collection of project cost data by District cost center.  

2.3 Cost Components  

In order to organize project/program costs in parallel with the District’s existing cost 

management systems, the PM will establish cost components.  The budget of each 

project in the project/program consists of one or more of the cost components.  If the 

design or construction work in a project is divided between two or more contracts, the 

design or construction cost components of that project will equal the sum of the estimated 

or contracted values of all design or all construction contracts in the project.  The cost 

component codes and descriptions will be defined and increased in the monthly program 

Cost Report.  
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Construction. The designator for estimated or contracted construction work 

cost. It may include one or more contracts.  

Construction Contingency. An amount of approximately 5-10% of the 

estimated or contracted construction cost of each construction contract defined 

within a project.  

Owner Controlled Insurance Program . The cost of insurance provided by the 

District which replaces that normally provided by design consultants, 

construction management consultants, and contractors.  

Design.  The estimated or contracted design cost of the project. It may include 

costs by District inhouse staff and/or by one or more contracts with outside 

consulting firms.  

District Administration. The cost of District staff.  

Construction Management. The cost of Project/Construction Management 

provided by a project/construction management firm.  

Management Reserve. All project/program-level contingency that has not been 

assigned to a specific project. With approval of the Change Control Committee, 

the Management Reserve may be used to cover overruns in design, 

administration, or construction; or it may become allocated to a project’s 

construction contingency.   

2.4 Work Breakdown Structure (WBS) 

To facilitate budget development, management, and accounting for the program, the PM 

will develop a detailed WBS. The hierarchical nature of the WBS allows cost data to be 

summarized at various levels to produce cost reports.  

2.5 Project Numbers  

DCSD has assigned a unique project number to each project in the program.  It is 

important to note that there are may be more than one project at a facility, so use of the 

project number is critical in identifying a particular project. 

2.6 Contract Numbers  

The DCSD Procurement Dept. will assign a unique Contract Number to each contract.   

2.7 Contractor ID Codes  

Each consultant or contractor is assigned a unique, Vendor ID Code.  This code is used 

to link consultant and contractor information to cost and correspondence records within a 

project.  
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3.0 PROJECT MANAGEMENT SOFTWARE  

A cost management software system is used to organize, collect, summarize, and report 

on all program and project information in a relational database system.  Through the use 

of the system, the PMT compiles detailed cost data, which can then be summarized and 

reported on in a variety of data sorts, including the following: cost by project, cost by 

contract, and cost by District cost code.  

The use of a single, relational database confirms that all District contract, a COs, invoice, 

and cost trend information is cross-referenced between the various database tables that 

contain the program cost data.  

The Proliance database has the following modules:  

01. Integration and Scope  

02. Time Schedule 

03. Cost and Budget 

04. Quality 

05. Human Resources 

06. Communication 

07. Risk 

08. Procurement 

09. Design 

10. Construction 

11. Safety 

Supporting Documentation  

Other Documentation 

4.0 GENERAL COST MANAGEMENT PROCEDURES  

4.1 Construction Contract Changes  

Typical types of documents to bring about and document construction contract changes 

are discussed below:  

• Change Order: A change order (CO) is a document signed by an authorized 

representative of the District and an authorized contractor representative, to 

authorize new work, delete previously agreed upon work, or change the contract 

time or selected conditions.  
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4.2 Budget Changes  

The term “Budget Change” refers to any change made within a project’s budget.  The PM 

is responsible for entering the budget change data into the database system.  

4.3 Budget Transfer  

A Budget Transfer is a formal transfer of project/program funds between two or more 

projects or elements within the program or between a project and program Management 

Reserve.  

Budget Transfers may be initiated by the Project Manager and must be approved by the 

Program Director and the District.   The Program Manager is responsible for the 

development and maintenance of the program-wide budget Transfer Log (Transfer Log), 

which will include the transfer number, transfer title, short description of the transfer, 

initiator of the transfer, amount transferred, and the appropriate approval signatures.  The 

PM will publish the transfer log monthly in the program MSR.  

4.4 Forecast  

The following forecasts are used to manage the program: cash flow projections, cost 

trends, cost issues, estimated future commitment, forecast to complete, and forecast at 

completion.  Each of these forecasts is explained below.  

4.4.1 Cash Flow Projections  

Cash flow projections are detailed projections to plan when cash is required for payment.  

Cash flow projections must be established early in the project and updated monthly to 

provide accurate information for budgeting.  The following sub-section describes the 

development of steps are performed at the project and program levels. 

At the Project level, Proliance is used to capture all actual and potential ‘cost events’, such 

as trends, potential contract amendments/change orders, and allocations for known events 

but uncertain costs. These are discussed further, below. 

The Proliance system is programmed to compile all of the ‘cost events’ and produces an 

Estimate to Complete (ETC) cost that can be used as a comparison forecast versus the 

known baseline cost.  The system calculates the Estimate At Completion (EAC) based on 

the forecast ETC, and ‘flags’ those projects by calculating a ‘Cost Performance Ratio’ 

The Cost Performance Ratio (CPR) is defined as: EAC / Current Budget. 

• If the EAC is less than or equal to the current budget, then projects read green; 

• If the EAC is between the current budget and the current budget plus 5%, 

projects show amber; 

• If the EAC is greater than the current budget plus 5%, projects show red 
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Program Cash Flow Report: The Program Controls Manager will compile the 

project cash flow projection data monthly to develop and update the program cash 

flow tables.  This report is included in the Monthly Status Report (MSR).   

4.4.2 Cost Trends  

Cost trends reflect the worst-case scenario and are defined as the earliest recognition by 

the District of a condition or problem that may result in a change to the cost.  Cost trends 

may include anticipated claims, market conditions, or material cost increases.  Cost trends 

are order-of-magnitude estimates only and are subject to change.  Their effect may be 

limited to a single project, may span several projects, or may impact the entire program.  

All cost trends are resolved by the Change Control Committee, typically, through use of a 

budget transfer or scope adjustment.  

Cost trends may be identified by the District, consultant and/or the PM.  The identifier of 

the trend creates a Trend Data Sheet.  The PM collects the Trend Data Sheets and 

submits them to the District monthly for review and incorporation into the master trend log, 

published by the PM in the program Cost Report.  

Trend Data Sheets are reviewed.  Once a trend is resolved, the Trend Data Sheet is 

signed by the approving party and published by the PM in the next project/program Cost 

Report.  

4.4.3 Cost Issues  

Cost issues include any issues or problems that may result in a cost change to a contract, 

such as an RFI, an unforeseen site condition, an error or omission in the Contract 

Documents, a claim, or a delay.  All cost issues are logged into Proliance, which totals the 

most accurate known costs for all open cost issues at any time to determine the total 

demand on budget at both the project and program levels.  

4.4.4 Estimated Future Commitment  

The Estimated Future Commitment for a given contract includes budgeted work that may 

become a contract commitment plus any cost trends over the allocated contingency and 

budget transfers.  

The Estimated Future Commitment for a project is the sum of the Estimated Future 

Commitments for all contracts within that project.  The Estimated Future Commitment for 

the program is the sum of the Estimated Future Commitments for all projects in the 

program.  

4.4.5 Estimate To Complete  

The Estimate To Complete (ETC) for a given contract represents the projected dollar 
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amount required to complete the contract’s scope of work. The Forecast To Complete 

equals the sum of (1) the remaining contract amount that has not been expended to date, 

(2) the remaining budgeted contingency for that contract, and (3) the Estimated Future 

Commitment for that contract.  

The Estimate To Complete for a given project is the sum of the Estimates To Complete for 

all contracts within that project.  The Estimate To Complete for the program is the sum of 

the Forecasts To Complete for all projects in the program.  

4.4.6 Estimate At Completion  

The Estimate At Completion (EAC) for a given contract represents the projected total cost 

of the contract when it is complete.  The Estimate At Completion equals the sum of the 

Invoiced To Date cost and the Estimate To Complete.  

The Estimate At Completion for a given project is the sum of the Estimates At Completion 

for all contracts within that project.  The Estimate At Completion for the program is the 

sum of the Estimates At Completion for all projects in the program.  

4.4.7 Reconciliation with Accounting  

No less frequently than quarterly, the PMT shall reconcile the Proliance Cost Data with the 

District’s Munis accounting data.  The reconciliation will be performed at the project level 

and will include both contract and in-house costs.  A memorandum summarizing the 

results will be sent by the Program Director to the District.  

4.5 Reporting  

4.5.1 General  

Program-wide cost reporting will be done on a monthly cycle, as described below:  

• Each PM is responsible for maintaining the up-to-date status of each contract within 

the database system, including updating the monthly invoices, COs and PCOs, 

Cost Trends, Estimated Future Commitments, Estimates To Complete and 

Estimates At Completion.  

• Once each month, each PM will prepare the required contract and project reports 

listed in PPM.  

• The PM will validate each file to confirm conformance with the program Master 

Project file. Validation will consist of a visual inspection of the hard-copy reports 

and the electronic files to verify that (1) they are the same and (2) they conform 

with the Stated Cost Limitation (SCL). If any changes need to be made to a 

subproject file, the changes will first be agreed upon by the District.  

• Following the receipt and validation process described above, the PM will compile 

all the input and will publish and distribute the monthly program Cost Report.  
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4.5.2 Program/Project Reporting  

The PMT must submit a Monthly Status Report (MSR) to the District each month.  The 

“data date” for all information presented within the MSR is the last day of the prior month, 

with acceleration for holidays and as required by the District.  The MSR includes the 

following information:
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2-Proliance-0040: Accounting Transmittal 

Process 

1.1 Processing Invoices 

The party requesting payment must be setup in the DCSD Munis accounting system.  If 

not, the party will need to need to visit the DCSD web site Vendor Self-Service System 

and create an account. 

The PMT Project Manager will notify the Invoicing Party to submit three (3) invoices:  

• Send invoice via mail to: 

o Sam A. Moss Service Center, DeKalb County School DCSD 
ATTN: Patty Boston, PMT Project Administrator 
1780 Montreal Road 
Tucker, GA, 30084-6706 

• Send via email to the A/E, and “cc” the PMT Project Manager 

  
Once received the Sam Moss Service Center Receptionist shall deliver the invoice to the 

PMT Project Administrator for processing.  The PMT Project Administrator shall date 

stamp the invoice and distribute the invoice to the appropriate PMT Project Manager.  

The PMT Project Manager shall complete the DCSD Accounting Transmittal populating 

only the information below: 

• Project 

• Project Manager 

• Payee  

• Cost Code 

• Invoice number 

• Current Period Request 

• Balance to Finish 

• Percent Complete 

• Notes: Include a brief statement of the type of services provided. 

They will also review the transmittal for accuracy, sign, date, and return to the PMT Project 

Administrator.  The PMT Project Administrator shall review and give the invoice to the 

PMT Program Director.  The PMT Program Director shall review and sign the invoice then 

give the invoice to the PMT Project Administrator.  The PMT Project Administrator shall 

make two (2) additional copies of the invoice if (3) copies do not currently exist and submit 

completed Accounting Transmittal and, one (1) original plus two (2) copies of the invoice 
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to DCSD Accounting Department. 

DCSD Accounting Department shall process the invoice in Munis and return a copy of the 

fully executed invoice to the PMT Project Administrator.  The PMT Project Administrator 

shall then scan the fully executed invoice, distribute the electronic copy by email to the 

appropriate PMT Project Manager,  file the hard copy, and  finally record the executed 

transaction in Proliance. 

1.2 Processing Pay Applications 

For processing pay applications reference the above invoice procedures up until the 

accounting transmittal. The PMT Project Manager shall then complete the DCSD 

Accounting Transmittal populating only the information below: 

• Project 

• Project Manager 

• Payee 

• Cost Code 

• All pay application information  

• Current Period Request 

• Balance to Finish 

• Percent Complete 

The PMT PM will review the transmittal for accuracy then add signature and the date.  The 

PMT Project Manager will review and submit the transmittal and appropriate A/E or Builder 

pay application checklist and return to the PMT Project Administrator.  Once done they 

can repeat the remaining invoice steps that precede the accounting transmittal completion. 

1.3 Processing Purchase Orders 

For processing purchase orders reference the above invoice procedures up until the 

accounting transmittal.  The PMT Project Manager shall then complete the DCSD 

Accounting Transmittal populating only the information below: 

• Checking the purchase order request box. 

• Include in the notes section a brief description of the purchase order request. 

• Include the appropriate backup for the submitted purchase order request. 

Once done they can repeat the remaining invoice steps that precede the accounting 

transmittal completion. 
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2-Proliance-0050: CPM Schedule Control - 

Primavera P6 

1.0 PROGRAM MASTER SCHEDULE 

The purpose of this section is to provide the procedures for developing, modifying, and 

updating the Program Master Schedule.   

The Program Director is responsible for managing the development of the Program Master 

Schedule with the client; the Program Master Schedule is maintained on the Primavera P6 

platform by the PMT Program Scheduler. 

The Program Scheduler is responsible for development, implementation, and maintenance 

of the Program Master Schedule.   

The following list outlines the responsibilities for the individuals who will provide input to 

the Master Schedule.  

1.1 DCSD 

1. Review and acceptance of the Baseline Program Master Schedule  

2. Approve/disapprove changes to the Program Milestones  

3. Approve/disapprove changes to the Program Master Schedule Interface 

Milestones  

4. Approve/disapprove program schedule forecasts, resolution of interface conflicts, 

and special studies  

1.2 Program Director  

1. Recommending approval/disapproval of program schedule management 

procedures  

2. Recommending approval/disapproval of the Baseline Program Master Schedule  

3. Recommending approval/disapproval of updates, changes, and cost loading of the 

Program Master Schedule    

4. Approval/disapproval of special schedule studies  

5. Directs preparing special scheduling studies  

6. Providing monthly reports assessing program progress  

7. Recommending approval/disapproval of all time-related changes to the Program 

Master Schedule  

8. Preparing informational reports 
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1.3 Program Scheduler  

1. Preparing and maintaining the Program Master Schedule  

2. Identifying conflicts in the Program Master Schedule  

3. Monitoring Program Master Schedule progress to detect adverse trends  

4. Publishing a list of approved/disapproved time-related changes to the Program 

Master Schedule  

1. the Master Schedule 

2.0 PROGRAM MASTER SCHEDULE INPUT SOURCES  

The following are the input sources for the Program Master Schedule.   

Master schedule input sources include:  

• Board of Education approved Project Lists 

• Board of Education approved special initiatives 

• Board of Education specific or special instructions  

3.0 THE PROGRAM MASTER SCHEDULE  

The Program Master Schedule is the schedule for the entire Program.   

The Program Master Schedule is the primary tool for assessing overall project/program 

status and is used to identify and manage the interfaces between various projects on the 

Program. It is organized to align with the Munis WBS by project phase.  

The Program Scheduler will be responsible for integrating the Program Master Schedule 

with the PMIS in collaboration with the Program Controls Manager.   

4.0 BASELINE PROGRAM MASTER SCHEDULE  

4.1 Preparation of Baseline Program Master Schedule  

The Baseline Program Master Schedule is based on the following:  

• Board of Education approved Project Lists 

• Board of Education approved special initiatives 

• Board of Education specific or special instructions  

4.2 Review and Approval of Baseline Program Master Schedule  

The Program Scheduler will prepare the Baseline PMS for review and approval by the 
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Program Director for submittal to the District for its review and approval.  

The PD will distribute the Baseline Program Master Schedule (as the Draft Baseline 

Program Master Schedule), in a Gantt chart format  to the program participants listed 

below.  The PD will present the schedule to these Program participants within one week 

after distributing the draft.  All recipients will send their written comments to the PD within 

two weeks.  These Program participants include:   

• Director of Design & Construction 

• Director of Planning & SPLOST Programming 

• Deputy Chief Operations Officer 

The PD will schedule a meeting with the appropriate client representative(s to identify and 

resolve any significant issues.  The PD will seek to produce a realistic document that 

accurately reflects Board of Education direction and that all Program participants can 

understand and agree upon.  Although other minor issues may exist, they should not be 

allowed to delay the finalization and approval of the Baseline Program Master Schedule.  

At the end of the comment period, the PD and Program Scheduler will meet with the District 

Program participants to identify any remaining significant issues and develop a plan to 

resolve those issues.  Significant issues include a change in a date controlled by non-

program organizations, a change in existing contract schedules, or a change in existing 

contract scope.  If a significant issue affecting the Baseline Program Master Schedule 

cannot be resolved within one week following this meeting, the PD will include a reasonable 

time allowance for the significant issue and publish the Baseline Program Master 

Schedule.  

Two weeks following the close of the comment period, the PM will revise and forward the 

Baseline Program Master Schedule to the District for approval.  The PD will also prepare 

a summary of any significant changes with a brief explanation of the reason for each 

change.  The District shall coordinate the review of the Draft Baseline Program Master 

Schedule with the District’s staff.  After obtaining District approval, the PD will issue the 

Baseline Program Master Schedule to all program participants to document the approval.  

Program Milestones may not be changed unless there is a client-approved change due to 

a significant change in funding, timing or scope which has been authorized by the Board 

of Education.  Intermediate Milestones may be changed, providing that the revision does 

not modify a Program Milestone.  Each revision to the schedule must be denoted in the 

title block with the revision number, date, and brief description of the revision.  Any 

changes that might impact the critical path dates must be approved by the District before 

input of the changes by the PM.  

The PD will distribute the approved Baseline Program Master Schedule.   
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4.3 Program Master Schedule Updates  

4.3.1 Preparation of Updates  

Following issuance of the Baseline Program Master Schedule, the Program Master 

Schedule will be updated on a monthly basis to show actual progress and any variance 

from the Baseline Program Master Schedule.  The Updated Program Master Schedule is 

considered the ‘Current Schedule’ for purposes of reporting and the PMIS.  

 

The PMT PM will include these current updates as the Current Program Master Schedule 

(Current Schedule) in the Monthly Status Report (MSR).  The MSR report will be 

distributed in accordance with the Communication Matrix in Chapter 3.  The time-scaled 

logic diagram and Gannt chart will also be distributed by the PMT PD when requested.  

The purpose of the Current Program Master Schedule update is to present an accurate 

picture of the progress achieved at the program level and to show the effect of this progress 

on the program milestones (over a monthly period).   

The Program Scheduler has primary responsibility for gathering project status information.  

All program participants will provide information to the Program Scheduler in accordance 

with the PPM.  Schedule status information will also be acquired from other sources, such 

as correspondence, meetings and field verification.  

If potential delays or changes become apparent, the PD will notify the client to determine 

the actions that should be taken.  The PD may initiate a special schedule study to 

determine whether or not the lost time can be recovered or how changes to the originally 

anticipated schedule logic and sequence could mitigate the delay.  The PD will enlist the 

aid of the responsible project participants to research and analyze the delay and to develop 

strategies to recover time and costs.  

The Program Master Schedule update will include:  

• The date and current approved revision of the Program Master Schedule used  

• The cutoff date for data used for the update (also known as the “data date”) 

• The following data for each milestone 

o Target (Baseline) Schedule  

o Current Schedule  

o Total Variance  

• New or modified constraints between activities  

• New or modified constraints with other projects 
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An updated MSR report will accompany the Master Schedule update. This report will 

include the following items:  

• A summary of progress achieved and activities completed  

• A summary of program and project status  

• Variances between the Baseline and Current schedules  

o Scope changes  

o Milestone or completion date changes and  

• A description and analysis of trends and changes  

• Significant assumptions or uncertainties  

• The data date used in the narrative report 

The Program Scheduler will verify, analyze, and consolidate the project’s identified 

changes and incorporate those changes into the Program Master schedule update.  The 

PD will use the updated schedule data as the basis for the monthly status reports 

schedules.  

4.3.2 Review and Approval of Updates  

The PD will lead an independent review of project schedule updates as well as an 

assessment of the effects on the program/project as a whole.  The Program Scheduler 

will integrate the (project) schedule updates into the Program Master Schedule monthly 

update.  When appropriate, logic ties to reflect changed relationships among the various 

project schedules and Interface Milestones will be established.  Both project and program 

float will be evaluated, adjusted, and re-evaluated to determine trending and to develop 

recommended actions.   

The PD will transmit the Program Master Schedule update to the client monthly.  The PM 

will also provide the Program Master Schedule Gantt chart and Program Master Schedule 

narrative report in accordance with the PPM.  

4.4 Revised Program Master Schedule  

4.4.1 Revision Preparation  

Subsequent to the approval of the Baseline Program Master Schedule, the Program 

Master Schedule may be revised to incorporate approved changes in scope, funding or 

milestone dates as directed by the District and approved by the Board of Education.  Once 

approved, Revised Master Schedule is referred to as the Revised Baseline Master 

Schedule.  The process for review of proposed revisions to the Master Schedule is 

intended to confirm that a comprehensive review and evaluation is completed before 

significant changes are incorporated into the Revised Program Master Schedule.  

When additional information is required from a Program participant, the Program 
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Scheduler will prepare a RFI in writing.  Information required from organizations outside 

the Program will be requested through the District’s PM.  Each inquiry will state that the 

information is requested by a specific date.  

The Program Scheduler will prepare a proposed revision to the Baseline Program Master 

Schedule based on the considerations listed below:  

• Project construction and design schedules provided by the client and/or design 

consultant  

• Facility occupancy dates established by the client  

• Dates established by existing project contracts  

• Estimates of start and completion dates of projects and/or contracts  

• Logical constraints of project design and construction  

• Interface requirements between different projects  

• Changes in resource requirements  

• Significant project scope or milestone changes  

• Changes in funding  

• Project narrative descriptions or other information 

Each revision to the Program Master Schedule must be denoted in the title block, by a 

revision number and date.  Each Program Master Schedule revision will include a Gantt 

chart and a time-scaled logic diagram.  The format and content will be similar to the 

Baseline Master Schedule.   

The Program Scheduler will compile a narrative report based the proposed revision to the 

Program Master Schedule.  Project-specific narratives will be provided by the program 

participants contractor to the Program Scheduler.  The narrative report for the proposed 

revision will include:  

• A succinct introductory description of the program scope and schedule  

• An explanation and description of the proposed revision to the Master Schedule 

including:  

o Why the change was necessary  

o The overall effect on the program  

o A brief description of the effect on each project  

o Changes between the Baseline and Current Program Master Schedules 

due to the proposed revision  

o Changes in logic or phasing associated with the proposed revision 
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o Impact on resources 

• A description of the program critical path and any activities with negative float  

• The data date for the schedule and the narrative report  

• A brief description of each affected project within the Program including:  

o Important assumptions used to develop the Revised Program Master 

Schedule  

o Impacts to other projects 

o Significant uncertainties that could adversely affect the Program Master 

Schedule  

4.5 Periodic Evaluations  

The PMT PM will periodically evaluate the PMT’s contractor’s compliance with the contract 

requirements.  The evaluations will review:  

• Timeliness of schedule submissions  

• Timeliness of schedule updates  

• Thoroughness of schedules  

• Accuracy of the schedules  

• Management use of the schedule  

• Measurement of progress 

5.0 PROJECT-LEVEL SCHEDULE RESPONSIBILITIES  

The purpose of this section is to provide the procedures for developing, monitoring/ 

updating, and coordinating the individual project schedules, hereinafter described as 

Project-level Master Schedules.  This procedure applies to all projects administered by 

the CIP PMT.  

The CIP Project Manager will manage the Contractor, A/E, Vendor, etc. in submitting all 

project schedules to in a format aceptable to the Program Scheduler.  The Program 

Scheduler shall track and monitor the uploaded project schedules received from the 

various project participants and develop a Project Master Schedule for that  particular 

Project.   

Project-level Master Schedule data sources include:  

• Design Schedules  

• Designer’s Project Schedules  

• Designer’s Construction Schedules  



 

 

                                               Page | 75 

                                                 

 

Program Procedures Manua l  (PPM)  

Issue: DRAFT R3 03/21/14 
Section 9: CMS - Oracle-Primavera Contract Management System 

Section 2: Program Management Controls Strategy 

 

• Project Schedules  

• Current Project Schedules  

• Pre-construction Schedules  

• Special Schedules and Special Reports  

• Occupancy Schedules  

• Schedule Studies  

• Initial CPM Schedules  

• Contractor CPM Schedules  

• CPM Schedule Updates  

• Weekly Look-Ahead Schedules  

• Recovery Schedules 

• Time Impact Evaluations for COs 

The Project-level Schedule updates will include milestones and activities from the Program 

Master Schedule that are sufficiently detailed to allow for a status update of the schedule 

on a monthly basis; including, but not limited to:  

• Bid and award dates of contracts  

• Dates for approvals  

• Vacancy dates of existing facilities  

• Construction start dates  

• Tenant occupancy dates  

• Key discussion and review dates  

• Dates for starting and finishing major construction activities  

• Key dates for submitting applications and obtaining permits 

The Program Scheduler is responsible for reviewing and managing the Project-level 

Schedules submitted by A/E and contractors against the Program Master Schedule.  

Responsibilities for individual personnel are detailed below.   

5.1 DCSD  

• Approving/disapproving changes to Project Schedules  

• Approving/disapproving special schedule studies by PM  

• Providing input to program schedule forecasts  
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• Monitoring and resolving schedule interface conflicts between projects for client 

activities 

5.2 Program Scheduler 

• Reviewing all contractor-supplied schedules and analyzing the durations, logic 

assumptions and providing feedback  

• Analyzing and incorporating design consultant, and contractor schedule data into 

the Project Master Schedule  

• Analyzing the project monthly updates for impacts to the project/program’s critical 

path  

• Auditing the progress of scheduled activities to validate reporting inputs  

• Providing project control guidelines  

• Reviewing designer’s and contractor’s schedule submittal and incorporating them 

into the Project Schedule   

• Preparing the Project Schedule for each assigned project  

• Confirming all design and construction schedules contain adequate and 

appropriate activities and milestones to measure progress  

• Confirming that the contractor complies with all schedule-related requirements of 

contract documents   

• Reviewing, approving, monitoring, and verifying the contractor’s schedule submittal 

represents a viable plan for construction and accurately describes progress  

• Providing the Project-level Master Schedule, Current Project Schedules, and 

required scheduling reports to the client   

• Developing and maintaining resource loaded preliminary, baseline, pre-

construction, construction, and as-built activities to be incorporated into the project 

schedules  

• Confirming that the project schedules incorporate the contractor’s schedule and 

status of work  

• Identifying changes to the Current Project Schedule and requesting approval  

• Developing Recovery Schedules with the contractors  

• Identifying activities requiring acceleration to avoid delays 

• Developing estimated resource requirements 

5.3 PMT Project Manager  

• Reviewing all contractor-supplied schedules and analyzing the durations, logic 

assumptions and providing feedback  
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• Analyzing the project monthly updates for impacts to the project/program’s critical 

path  

• Auditing the progress of scheduled activities to validate reporting inputs  

• Preparing the Project Schedule for each assigned project  

• Confirming all design and construction schedules contain adequate and 

appropriate activities and milestones to measure progress  

• Managing project float  

• Confirming that the contractor complies with all schedule-related requirements of 

contract documents   

• Reviewing, approving, monitoring, and verifying the contractor’s schedule submittal 

represents a viable plan for construction and accurately describes progress  

• Providing the Master Project Schedule, Current Project Schedules, and required 

scheduling reports to the client   

• Confirming that the project schedules incorporate the contractor’s schedule and 

status of work  

• Identifying changes to the Current Project Schedule and requesting approval  

• Developing Recovery Schedules with the contractors  

• Identifying activities requiring acceleration to avoid delays 

• Developing estimated resource requirements 

5.4 Design Consultant  

• Complying with the requirements of the contract documents  

• Complying with the project control guidelines  

• Accelerating design activities to maintain the design schedule  

• Providing design schedules and monthly status updates  

• Developing designer’s Construction Schedules when required 

5.5 Construction Contractors  

• Complying with the requirements of the contract documents  

• Complying with the project control guidelines  

• Employing, at the field project office, a full-time scheduler or full-time scheduling 

consultant for the project duration  

• Providing cost and resource loaded construction schedules in accordance with the 

requirements of Contract 
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• Notifying PMT representatives immediately of any delays 

• Known constraints outside the control of the project  

• Facility occupancy dates established by the client  

• Procurement process  

• Utility or third parties  

• Permitting  

• Estimates of start and completion dates of active contracts and projects not yet 

awarded  

• Logical constraints of project design and construction  

• Interface requirements between different projects  

• Project descriptions or work statements  

• Project narrative descriptions and assumptions provided by the client  

• Program budget and scope  

• An estimate of available resources 

The PMT PM will request additional information in writing from the contractor. Information 

required from organizations outside the program should be requested through the client.  

Each inquiry will specify the date by which the information is required.  

Schedules for activities outside the scope of individual projects will be developed by the 

organization responsible for that work element.  Schedule updates for these activities will 

be handled in the same manner as the project schedule updates.  

 

6.0 DESIGN SCHEDULE  

6.1 Design Schedule Requirements  

Various individual project schedules will be developed by the PMT PM and/or contractors, 

design consultants, or suppliers during the design phases.  These schedules must be 

properly aligned with the Program Master Schedule and will be provided to the Program 

Scheduler for review and incorporation into the Project-level Master Schedule.  If any of 

these project schedules cannot meet the constraints of the Program Master Schedule, the 

PM will request a change to the Project-level Master Schedule from the project participant.  

6.2 Schedules Prepared by Design Consultants  

The designer will develop a Design Schedule showing design activities and a designer’s 

Project Schedule in accordance with the requirements of the designer’s contract.  These 

schedules will be compatible with the Project-Level Master Schedule and will contain all 
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known design-related activities required to complete the project.  

6.3 Project-level Master Schedule and Current Project-level Schedule 

The PMT PM will use the schedules prepared by the designer(s) and contractor(s) as a 

basis for developing individual Project-level Master Schedules. The project schedules shall 

be critical path method (CPM) schedules that incorporate the milestones, agency and 

permitting activities, bid activities for all contracts, and construction activities.  The level 

of detail must be adequate to define all critical interface activities between contracts within 

the project, as well as any interface with other projects.  For large projects, the PMT PM 

will submit the Project Schedule to the District for review and approval/disapproval by the 

conclusion of the Planning Phase.  The District will review and approve/disapprove this 

schedule within two weeks after submittal.  Once approved, this schedule will be referred 

to as the Baseline Project-level Master Schedule.  Subsequent updates to the Project-

level Schedule for the specific date approval will be completed on a monthly basis and 

described as the Current Project-level Schedule.  Changes to the Current Project-level 

Schedule that impact Interface of Program Milestones and require changes to the Program 

Master Schedule will require District approval.  

7.0 OTHER CONSULTANTS’ SCHEDULES  

Outside consultants may be required to develop and submit work schedules and special 

schedules covering topics, such as permitting, environmental remediation, testing, and 

geotechnical services.  Detailed networks will be developed according to the consultant 

contract specifications and submitted to the District for review and approval.  Upon 

approval by the District, the various consultant schedules will be integrated into the Project-

level Baseline Master Schedule by the Program Scheduler.  

8.0 OCCUPANCY SCHEDULES  

Occupancy Schedules are used to plan and coordinate the District’s move into completed 

facilities.  This move often involves partial or phased occupancy, and the schedule must 

coordinate the requirements for the District’s operations with those for construction 

completion.  When requested by the District, the Program Scheduler will prepare an 

Occupancy Schedule to assist the District in planning for occupancy.   

9.0 SCHEDULE STUDIES  

Schedule studies and time impact analyses may be conducted by the Program Scheduler 

throughout all phases of the project when requested by a PMT PM or the District. 

10.0 SPECIAL SCHEDULES  

During the progress of the program, special scheduling and related reports may be 

required to plan activities, to assess performance or to study alternative solutions to solving 

a problem.  In these instances, special schedules will be developed.  
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11.0 CONTRACT CONSTRUCTION SCHEDULES  

Contract Construction Schedules shall be developed by the construction contractor in 

accordance with contract requirements.  The Program Scheduler will forward a copy of 

the project control guidelines within one week of the pre-construction conference.  

Compliance with the project control guidelines is a contract requirement and will be strictly 

enforced by the PMT PM.  The Preliminary Schedule (for the first 90 days of work) and 

contractor schedules are submitted to the PM for review and approval.  The PMT PM and 

Program Scheduler review the contractor’s schedule submittal for adherence to the 

specifications and to validate that the schedule represents a viable plan for construction of 

the project meeting the objectives of the Project-level Master Schedule.  The contractor-

provided CPM schedule updates and reports will be submitted to the PMT PM for review 

and approval on a monthly basis.  

11.1 Preliminary Construction Schedule  

A preliminary schedule will be submitted to the PMT PM seven days after the NTP is 

issued.   This schedule will serve as the contractor’s schedule for up to 60 days after the 

Notice to Proceed.  

11.2 Contractor Schedule  

A detailed, proposed contractor schedule will be prepared by the contractor in accordance 

with contract requirements.  Subcontractors and suppliers must provide written 

certification that their schedules have been properly incorporated in the contractor 

schedule.  These certifications must be submitted with the contractor schedule.  The 

PMT PM and Program Scheduler will compare the contractor schedule to the Current 

Project Schedule.  The contractor will follow the project control guidelines that establish 

the format and coding for the contractor’s schedule.  Each variance to milestones and 

completion dates in the Baseline Project-level Schedule will be identified in a report to the 

District and will be submitted along with an evaluation of the impact to the Baseline Project-

level Schedule. Upon approval by the District, the contractor schedule will be used to revise 

and update the Project Schedule.  

11.3 Schedule Updates  

The contractor will monitor construction progress and submit a schedule update each 

month to reflect actual progress and any changes to planned activities.  The contractor’s 

schedule update will be submitted along with the pay request for acceptance/rejection.  

The contractor will identify all revisions in the schedule and provide a narrative analysis of 

all proposed changes.  

11.4 Three Week Look-Ahead Schedule  

At each weekly progress meeting, the contractor will provide and present a time- scaled, 

Three Week Look-Ahead Schedule as required by the Contract.  This schedule is based 

on the current approved contractor’s schedule.  The PMT PM will forward the Three Week 

Look-Ahead Schedule to the Program Scheduler along with the meeting minutes.  



 

 

                                               Page | 81 

                                                 

 

Program Procedures Manua l  (PPM)  

Issue: DRAFT R3 03/21/14 
Section 9: CMS - Oracle-Primavera Contract Management System 

Section 2: Program Management Controls Strategy 

 

11.5 Recovery Schedules  

If the Contractor’s schedule update shows a substantial completion date of 30 or more 

days beyond the contract completion date, or any milestone completion date, the 

contractor will submit a proposed Recovery Schedule showing how it plans to recover the 

lost time.  The PMT PM will evaluate the Recovery Schedule and forward 

recommendations for any schedule modification to the District.  Any resulting proposed 

changes to the Program Master Schedule will require District approval.  

11.6 Time Impact Analysis for Change Orders  

When the contractor is directed to price a change in the work, the contractor will prepare 

and submit a time impact analysis that includes both a written narrative and a schedule 

outlining the impacts to time and any other project activities due to the proposed change.  

The schedule must be coordinated with the original project sequence of schedule activities 

to enable the PMT PM to evaluate the impact of changed work to the original critical path.  

11.7 Schedule Reports  

In addition to the monthly schedule update, the contractor may be required to provide these 

additional reports based upon the proposed schedule update:  

• Activity listing reports: one sorted by activity number and one by total float  

• Cost report sorted by activity number, including each activity’s associated cost, 

percentage of work accomplished, earned value to date, previous payments and 

amount earned for current update period  

• Schedule plots presenting a time scaled network diagram showing activities and 

their relationships, with the controlling activities or critical path clearly highlighted  

• Cash flow report calculated by early start, late start and indicated actual progress  

• Planned versus actual resource histogram calculated by early start and late start  

11.8 Project Status Report  

In addition to the monthly schedule update and required schedule reports, the contractor 

shall submit a monthly project status report in written narrative form, as required by 

contract.  All of these submittals are provided to the PMT PM who coordinates required 

reviews and approvals.  

  

2-Proliance-0060: Meetings 
The purpose of any meeting is to discuss particular items of concern, note issues, actions 

and responsibilities, identify processing risk, and to document any agreements made.  

Minutes and attendance sheets should always be completed, with the minutes distributed 

to all attendees in a timely manner.  The purpose of this procedure is to set forth the 
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documentation required for specific meetings: pre-bid, pre-construction, weekly progress, 

and other types of meetings.  

With the exception of the pre-proposal/pre-bid conference, the primary responsibility for 

documenting, coordinating, and chairing meetings rests with the PMT PM.  However, this 

may be delegated to anyone on the CIP Team.  Contract documents will indicate the 

nature and frequency of all regularly scheduled meetings to be conducted by CIP Team.  

1.0 PRE-PROPOSAL/PRE-BID MEETINGS  

For solicitations relating to the CIP, the CIP Team is involved in the pre-proposal/pre-bid 

conference.  Typical attendees will include the DAT Procurement Specialist, the PMT 

Procurement Specialist, and the PMT Project Manager.  For builder solicitations, the A/E 

will participate in the meeting.  At this meeting all interested vendors are instructed as to 

the specifics of the job and questions concerning the solicitation and project are discussed.  

Questions and answers from the meeting are recorded and issued as a part of the Meeting 

Minutes.  Any changes or clarifications to the contract documents must be issued as an 

addendum.  Generally, attendance at this Meeting is mandatory and often a project site 

visit is also mandatory.  

2.0 PRE-CONSTRUCTION MEETINGS  

The first meeting that the CIP Team is usually involved in is the pre-construction 

conference. After the award of the contract, a meeting is conducted with the contractor, 

CIP Team, A/E, and the District.  The purpose of the meeting is to introduce key personnel 

and to review contract requirements and procedures.  Particular emphasis should be on:  

• Functions and authority of personnel  

• Regularly scheduled progress meetings  

• Submittals/shop drawings  

• Requests for information  

• Field instructions  

• Payment applications  

• Progress schedules  

• Safety and job site security  

• Change order procedures  

• Subcontractors  

• Disputes  

• Quality control  
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• Coordination of contractors 

• Access and use of site 

The Record of Pre-Construction Conference form provides a good agenda outline and 

documents the proceedings.  Either this form or typed minutes must be completed for 

each conference.  

3.0 PROGRAM STAFF MEETING 

This re-occurring meeting takes place each week and includes all members of the PMT.  

The purpose of the meeting is to provide discussions relating to review of the Master 

Agreement for Program Management Services, updates on Program status, project 

status, budgets, schedules, deadlines, document controls, Proliance, major issues, 

procurement, and administrative issues.  The Project Administrator is responsible for 

taking the meeting minutes, recording action items, and distributing these documents. A 

Safety Moment and/or a Quality Moment is a recommended Agenda item. 

4.0 PROGRESS MEETINGS  

A regularly scheduled weekly project progress meeting should be established at the pre-

construction conference.  Attendees should include PMT PM, the A/E, the contractor, and 

representatives of each major subcontractor, as appropriate to the progress of the project.  

The PMT PM should prepare an agenda (that usually is derived from the previous meeting 

minutes) for discussion at these meetings.  The agenda should include a list of 

outstanding items that will be reviewed as appropriate.  A suggested list of ongoing items 

for discussion would include:  

• Safety and Security  

• Submittals/shop drawings  

• Requests for Information  

• Field Instructions / Directives 

• Payments  

• Schedule/progress  

• Progress payments  

• Potential change orders/COs  

• Potential claims or existing claims  

• Outstanding action Items from previous meetings 

• Quality Control 
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Minutes of the meeting shall be distributed to all attendees in a timely manner to allow 

review before the next regularly scheduled meeting.  

Minutes should be taken by the PMT PM at all progress meetings and special meetings.  

The minutes will clearly identify all unresolved issues discussed, what action was agreed 

to, and who is responsible for taking that action.  Minutes will be distributed to all 

attendees in a timely manner, typically within 48 hours of the actual meeting.  

3.1 Progress / OAC Meeting  

The Owner-Architect-Contractor (OAC) meeting is a mandatory meeting held at a minimum 

of every two weeks for the duration of the project.  Attendees will include the Owner (the 

District representative, as required), Design Team, Builder, PMT Project Manager, and any 

design or construction consultant or subcontractor with action items identified on the 

meeting agenda.  The purpose of these meetings is to review project progress and to 

anticipate, discuss, and mitigate and issues or future concerns that might affect project 

cost, schedule, or quality.  

Typically, the OAC meeting should be prefaced with a tour of the project site, so any items 

that might be discussed during the meeting can be visually reviewed in the field.  At a 

minimum, the meeting should include a review of the previous meeting minutes, safety, 

overall schedule and upcoming activities, quality, testing, submittals, request for 

information, open issues, change request and change order status, pay request, 

comments, and upcoming meeting calendar.  The Builder should submit RFI, submittal, 

and change request logs for review during the discussion. 

4.0 CLOSEOUT MEETING 

For closeout of a project to be successful, the process must start with the commencement 

of the project and continue throughout the duration of the project.  All relevant parties must 

comply with the submittal, review and approval procedures contained in the construction 

documents in order for the process to go smoothly and be completed properly.  Closeout 

documents must be collected as the submittal process progresses and delivered to the 

A/E at 75% completion.  Once these items have been completed then the PMT PM will 

host a meeting for all project constituents to verify that all aforementioned and closeout 

tasks have been completed. 

5.0. OTHER MEETINGS  

During the course of the project, it may be necessary to schedule additional meetings to 

review specific issues on topics that require special or more deliberate attention.  When a 

special meeting is required, the PMT PM will coordinate the time and place for all required 

attendees.  The meeting minutes format will be as follows:  

• Project  

• Contract  
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• Purpose  

• Date  

• Time  

• Attendees  

• Minutes  

6.0. MEETING MINUTES 

In general, whomever chairs the meeting generates the meeting minutes (with the 

exception of the District, at its discretion).   

• If it is a design meeting of any kind, the A/E prepares and distributes the minutes. 

• If it is a construction meeting of any kind, the A/E prepares and distributes the 

minutes. 

• If it is a construction meeting of any kind and there is no A/E assigned to the project, 

then the PMT PM prepares the minutes. 

• If it is a District meeting with the PMT, the PMT prepares and distributes the 

minutes. 

• If it is a District meeting and the PMT attends, the PMT prepares and distributes 

the minutes. 

2-Proliance-0070: Reporting 
Reporting is critically important for measuring and assessing the status of the program or 

projects for a given or specific period.  The PMT will submit to DCSD all required reporting 

information on the reporting delivery date as prescribed in the agreement with DCSD.  The 

PMT will monitor the reporting from the various project participants for contractual 

compliance with all reporting requirements.   

2-Proliance-0073: Procedure for Responding 

To Open Records Requests 
1. The Requestor submits a request to DCSD’s Office of Legal Affairs with a 

detailed Open Records Request. 

2. The Office of Legal Affairs contacts the department that maintains the requested 

record.  COO reviews the request internally with DCSD Office of Legal Affairs 

(as appropriate) and Operations Management. 

3. If the request is inappropriate, the COO returns the request to the Office of Legal 

Affairs with explanation. 
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4. If the request is appropriate, the COO submits the request to the proper 

responder.  In this procedure, it is assumed that this procedure applies only to 

Requests sent to the CIP PMT Team.  For the CIP Team, this Request should 

be addressed to the Program Director and copied to the Deputy Program 

Director and the Document Controls Specialist. 

5. The Program Director reviews the Request and if it is deemed inappropriate, it 

will be returned it to the COO with an explanation. 

6. If the Request is appropriate, the Program Director will request that an estimate 

of the hours and resources required to reproduce the documents requested be 

prepared by the Document Control Specialist. 

No Document Will Be Created – We will only copy documents that already 

exist. 

Answering questions will be addressed under a different forum. 

7. The Document Control Specialist reviews the Estimate with the Deputy Program 

Director and then, upon approval, the Program Director submits it to the COO. 

8. The COO submits the Estimate to Office of Legal Affairs, which in turn advises 

the Requestor of the Estimate.  If the Requestor approves the costs, direction 

will be given to proceed with producing the records. 

9. The Requestor pays the estimated fee to the AECOM CIP Team and DCSD 

through the DCSD for the value of the Estimate. 

10. The COO directs the AECOM CIP Team to re-produce the documents in the 

request. 

11. The Document Control Specialist researches the various locations for potential 

documents. 

12. The Document Control Specialist determines the required resources (program 

management staff, DCSD staff, outside venders, etc.).   With the assistance 

from the Contract Administrator, the Document Controls Specialist reproduces 

(copies) the documents. 

13. The Deputy Program Director reviews the documents to highlight areas that the 

CIP Team feels are sensitive and should be reviewed by the DCSD Office of 

Legal Affairs. 

14. The DCSD Office of Legal Affairs redacts the documents as appropriate. 

15. The DSCD Office of Legal Affairs issues the documents to the Requestor. 

*Also please see below Georgia Open Records Act Process and Procedures: 
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2-Proliance-0080: Posting to e-board / Agenda 

Items / DCSD Board Of Education 
For issues or concerns that need review and/or approval by the DCSD Board Of Education, 

the item must be included as an agenda item, which is published on the District’s website.  

Once the item has been identified, then the PMT Team Member needs to formally submit 

the item to Belinda Quillet, Procurement Specialist, via email at 

Belinda_Quillet@dekalbschoolsga.org before the published date established by the BOE 

for the next meeting date to ensure the item is placed on the upcoming agenda. 

Alternatively, the PMT PM may upload the Agenda Item to the Teams J:Drive at: 

Documents>Preconstruction>Board Agenda Items>[Month] 

2-Proliance-0090: PCM User Setup and 

Training 

A Proliance User Account will need to be created upon contract award.  Once the 
awardee is identified, the PMT Project Manager shall notify the contract awardee to submit 
a contact person for Proliance access.  The contract awardee shall supply full names, 
phone numbers and email addresses to the PMT Project Manager for transfer to the PMT 
Proliance Administrator. 

The PMT Proliance Administrator shall validate the request through the PMT Project 
Manager and confirm with DCSD.  The PMT Proliance Administrator will then create the 
new user account, assign the appropriate security profile to the newly created user 
account, grant the user account access to the relevant project(s), email the contract 
awardee their username, password, Proliance setup & troubleshooting Instructions, link 
to setup instructions, and new user training materials and notify the PMT Project Manager 
that the account has been created and the credentials have been transmitted to the 
awardee. 

Additional specific web-based user training will be scheduled by the PMT Project 
Manager, through the PMT Proliance Administrator, as requested by the A/E or 
Contractor. 

The PMT Project Manager shall be available to the contract awardee to resolve setup and 
usability issues.  If the PMT Project Manager is unable to resolve the problem, he or she 
at that point will contact the PMT Proliance Administrator for assistance. The PMT Project 
Manager, A/E, and Contractor shall proceed with their responsibilities and duties until 
project completion. 

Each project at completion will need the Proliance User Account Removed.  The CIP 
Project Manager shall initiate closeout procedures per the applicable PPM and notify the 
PMT Proliance Administrator which project is completing, and which users will no longer 
be accessing Proliance.  Once notified the PMT Proliance Administrator shall verify if the 
users named by the PMT Project Manager are involved in any other active projects.  If 

mailto:Belinda_Quillet@dekalbschoolsga.org
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the user is involved in other active projects, only their access to the closed project is 
removed.  If the user is not involved in other active projects, the PMT Proliance 
Administrator disables the user account in Proliance then they will notify by email the 
account Owner and the PMT Project Manager of the changes to the account. 

2-Proliance-0100: P6 User Setup and Training 
Team members wishing to utilize P6 for scheduling must make a user request through the 

Program Scheduler. This request will prompt the Program Scheduler to create a user 

account to access schedules in the cloud server. 

Required reports will be installed at the global level to allow all users access.  New users 

should also request training from the Program Scheduler prior to making changes to any 

schedules in P6.  The software is a live document, and all changes are saved immediately 

upon completion.  For this reason, it is crucial that anyone that is not comfortable with the 

software or is unsure how to perform any operations seek help from the Program Scheduler 

to prevent data loss or data corruption. 

PROGRAM MASTER SCHEDULE & BUDGET REPORTS 

The Program schedule reports for the Monthly Status Report (MSR) are produced from the 

formatted layouts established in the Proliance database.   

The Program budget reports for the Monthly Status Report (MSR) are produced from the 

formatted layouts established in the Proliance database. 
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Accurate and concise communication is the key to any successful project and/or program.  

The purpose of our Communications Plan is to create and maintain effective 

communications within the CIP community.  Well-defined communication procedures are 

an essential tool to facilitate distribution of accurate and complete information to all 

stakeholders.  Along with building trust and goodwill, good communication helps to 

identify issues and challenges early and to mitigate the impact of those issues or 

challenges on the Program or Project’s cost and schedule. 

The Program/Project Communication Plan documents specific procedures for distribution 

of project information.  It incorporates standards for communication and reporting at each 

level of the management team and between various functional groups.  Standards for 

communication to be addressed include all written communications as well as verbal 

communications (phone calls/ conference calls).  

The Program/Project Communication Plan establishes clear protocols as to individual 

responsibility and authority for contact and communication between the various internal 

team members, as well as parties outside of the team.  These protocols are aimed at 

streamlining the communications process and establishing clear understanding of the lines 

of authority within the management team.  It also establishes a standard distribution for 

the various project documents based on a “need to know” basis. 

Included in this Chapter are: 

 3-PCP-0010: Communications Matrix 

 3-PCP-0020: Authority Matrix 

 3-PCP-0030: Responsibility Matrix 

 3-PCP-0040: Meeting Matrix 

 3-PCP-0050: Document Distribution Matrix 

 3-PCP-0060: Document Retention Policy/ Procedure 

 3-PCP-0070: Project Startup Package 

3-PCP-0010: Communication 
The Communication Matrix on the following page shows the communications of the CIP 

Team. 

3 

PCP 

 

 

 

Program/ Project Communications Plan 
 

1: Program Staffing: 
Organization and Roles 

0: Background/ 
Introduction 

8: Closeout 

2: Program Management 
Controls Strategy 

7: Construction 

6: Design 

3: Program/ Project 
Communications Plan 

4: Procurement 

9: Safety/Security 

5: Pre-Design 
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Communications Matrix 

Information to be 
Communicated 

Communication 
Method 

Frequency 
Person 

Responsible for 
Communicating 

Alternate 
Recipients 

of the 
Information 

Project Kickoff Mtg 
     •   Background 
     •   Goals/ Objectives 
     •   Approach 
     •   Project Team 

Meeting or Phone 
 

Minutes of meeting 
issued within 2 days 

Once, at project 
“Active” date 

PMT Project 
Manager 

Deputy 
Program 
Director 

CIP Project 
Team 

Procurement Kickoff 
Meeting 

Meeting 
 

Minutes of meeting 
issued within 2 days 

Once prior to 
Design 

Procurement 
 

Once prior to 
Construction 
Procurement 

PMT 
Procurement 

Specialist 
PMT PM 

CIP Project 
Team 

Logistics/Management 
     •   Standard  Reports 
     •   Schedule 
     •   Client Issues 
     •   Expectations 
     •   Special Information 

Meeting or Phone 
 

Minutes of meeting 
issued within 2 days 

Weekly or more 
often as needed 

Project Manager 
or Deputy 

Program Director 

Deputy 
Program 

Director or 
Program 
Director 

Varies 

Program Monthly Status 
Report (MSR) 

Hard and  
electronic copy 

Monthly 
PMT Document 

Control 
Specialist 

Deputy 
Program 
Director 

DeKalb County 
BOE 

Superintendent 
Operations 

Management 
SPLOST 
Advisory 

Committee 
CIP Team 

DCSD Website 

Project Progress 
     •   Progress to Date 
     •   New Information 
     •   Client Requests 
     •   Information 
Requests 
     •   Staffing Needs 
     •   Action Items 
     •   Change Orders 
     •   Scope 
     •   Schedule 
     •   Budget 

Meeting or 
Phone/web if remote 

 
Minutes of meeting 
issued within 2 days 

Weekly or more 
often as needed 

All (PM lead) 
Deputy 

Program 
Director 

PMT Project 
Team 

Normal Assignments 

Discuss at Progress 
Meeting 

Minutes of meeting 
issued within 2 days 

Weekly Project Manager 
Deputy 

Program 
Director 

PMT Project 
Team 
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Communications Matrix 

Information to be 
Communicated 

Communication 
Method 

Frequency 
Person 

Responsible for 
Communicating 

Alternate 
Recipients 

of the 
Information 

Critical Assignments 

Ad-Hoc meeting 
 

Minutes of meeting 
issued within 2 days 

As necessary 
PMT Project 

Manager 

Deputy 
Program 
Director 

PMT Project 
Team 

Technical Direction 

Discuss at Progress 
Meeting 

Minutes of meeting 
issued within 2 days 

Weekly 
PMT Project 

Manager 

Deputy 
Program 
Director 

PMT Project 
Team 

Major Changes 
(Regardless of source) 

Ad-Hoc meeting As necessary 
PMT Project 

Manager 

Deputy 
Program 
Director 

PMT Project 
Team 

Client Input 
Discuss at Progress 

Meeting 
Weekly 

PMT Project 
Manager 

Deputy 
Program 
Director 

PMT Project 
Team 

Individual Performance Face-to-face As necessary 
Deputy Program 

Director 
Program 
Director 

Individual 
Involved 

Safety Updates 

Phone/e-mail, 
depending on urgency; 
follow up at Progress 

Meeting  

Each 
occurrence 

PMT Project 
Manager 

Field Lead 
or Deputy 
Program 
Director 

PMT Project 
Team 
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3-PCP-0015: Stakeholder Register 
At the start of each project, the PM will use the Stakeholder Register Form to collect 

information about the parties interested in a particular project.  This form will be used in 

conjunction with the Communication Matrix for determining who receives which information 

and notifications. 

Stakeholders will generally include: 

• Project Manager 

• CIP Team, including the PMT and DAT 

• DCSD Operational Managers, including the Chief Operating Officer (COO), Chief 

Financial Officer (CFO), Chief Information Officer (CIO) 

• GaDOE 

• Board of Education 

• Superintendent 

• Principals and teachers 

• Construction Advisory Committee (CAC) 

• Students and parents 

• Parent-Teachers Association (PTA) 

• Special Parent Organization 

• Taxpayers (other than parents) 

• A/Es and contractors 

• Other vendors 

• DeKalb County Building Department 

• DeKalb County Fire & Rescue 

• DeKalb County Chamber of Commerce 

• Media outlets: newspapers, television, etc. 
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Project Name: Date:

Project Phase:

Name of 

Stakeholder
Designation Department Role in Project

Type of 

Stakeholder

Type of 

Communication
Expectations

Influence on 

Project Outcome

Stakeholder Register
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3-PCP-0020: Authority Matrix 
An important aspect of program governance is assigning specific decision-making 

authority to the appropriate responsible party.  This matrix identifies the specific levels of 

authority for the SPLOST V Program. 
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3-PCP-0030: Responsibility Matrix 
The level of DCSD’s involvement should be appropriate to the project and should be 

determined early in every project to avoid misunderstandings.  Complex projects with 

multiple participants may require that representatives from numerous organizations be 

involved to confirm that the project meets the objectives.  In these instances, a clear 

process that defines the roles, responsibilities and authority of each party are required for 

decision making.  

This matrix highlights the tasks and responsibilities for each team member to promote 

accountability.  This matrix is not only for the CIP Team organization, but for the CIP Team 

as a whole.  In addition to understanding the overall project requirements, each team 

member must also know and understand the other member’s responsibilities.   

The Responsibility Matrix provides a short, concise summary of who will perform essential 

management tasks.  It provides a "road map" that illustrates how the Project Team will 

work together.  How these tasks are performed is defined by each of the Team Members’ 

contracts. 

On the following page is the Responsibility Matrix for the 2017-2022 CIP.   

During the design phase, generally: 

• The A/E is responsible for its design 

• The PMT Project Manager is responsible for managing the A/E 

• The District has final authority and decision-making responsibility on the project    

During construction, generally: 

• The contractor is responsible for the building or facility per the design documents 

from the A/E. 

• The A/E is tasked with construction administration and oversight of the contractor   

• The Program Manager’s project manager is responsible for managing the A/E and 

contractor 

• The District has final authority and decision-making responsibility on the project    
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Responsibility Matrix – PMT 

   

AECOM 

CAM

AECOM 

PIC

AECOM 

MNGMNT. 

COMMITTEE

PD DPD PM APM SCHEDULER
DOCUMENT 

CONTROLS

PROGRAM 

CONTROLS - 

Proliance

Procurement 

Specialist

Program Management

Program Procedures Manual I I I D A A A A P A A

Program Mngt Plan I I I D A A A A P A A

Master Schedule I I I D A A A P A A A

Master Budget I I I P A A A A A A A

Cost Control I I I D A A A P A A A

Proliance I I I D A A A A A P A

Status reporting and Communication  Management I I I D A A A A P A A

Procurement Planning I I I D A A A A A A P

Other Program Mngt Tasks I I I P A A A A A A A

Design Phase

Permits/Approvals N/A N/A N/A I I RV RV I I I I

Standardized Design Tools N/A N/A N/A I I RV RV I I I I

Surveys N/A N/A N/A I I RV RV I I I I

Provide detailed written program N/A N/A N/A I I RV RV I I I I

Provide District standard Specs N/A N/A N/A I I RV RV I I I I

Site investigations to gather data on existing conditions N/A N/A N/A I I RV RV I I I I

Discussions with facilities staff regarding existing conditions N/A N/A N/A I I RV RV I I I I

Provide Hazmat data N/A N/A N/A I I RV RV I I I I

Provide Project budgets N/A N/A N/A I I RV RV I I I I

Meeting Minutes N/A N/A N/A I I RV RV I I I I

Preparation of detailed design work plan/schedule N/A N/A N/A I I RV RV I I I I

Bid & Award Phase 

Reproduction & distribution of bid documents N/A N/A N/A I I A A A A A P

Advertising & legal notices N/A N/A N/A I I A A A A A P

Pre-bid meeting N/A N/A N/A I I A A A A A P

Addenda N/A N/A N/A I I A A A A A P

Bid Opening N/A N/A N/A I I A A A A A P

Recommendation for award N/A N/A N/A I I A A A A A P

Draft and issue contracts N/A N/A N/A I I A A A A A P

Review insurance & bonds N/A N/A N/A I I A A A A A P

Issue notice to proceed N/A N/A N/A I I A A A A A P

Pre-Construction meeting N/A N/A N/A I I P P N/A N/A N/A N/A

Construction Phase 

Change Orders below $100,000 N/A N/A N/A AP AP AP AP I I I I

Change Orders above $100,000 N/A N/A N/A AP AP AP AP I I I I

Reports and Project Site Documents N/A N/A N/A I I RV RV I I I I

Furniture, Fixtures and Equipment N/A N/A N/A I I RV RV I I I I

Permits/Approvals N/A N/A N/A I I RV RV I I I I

Construction Schedule Preparation N/A N/A N/A I I RV RV r I I I

Submittal review N/A N/A N/A I I RV RV I I I I

Requests for Information response N/A N/A N/A AP AP AP AP I I I I

Progress payments N/A N/A N/A AP AP AP AP I I I I

Site staff interface N/A N/A N/A I I RV RV I I I I

Hazardous materials abatement N/A N/A N/A I I RV RV I I I I

Moving N/A N/A N/A I I RV RV I I I I

Cleanup N/A N/A N/A I I RV RV I I I I

Punchlist preparation N/A N/A N/A I I RV RV I I I I

Punchlist clearance N/A N/A N/A I I RV RV I I I I

Punchlist clearance N/A N/A N/A I I RV RV I I I I

Meeting Minutes N/A N/A N/A I I RV RV I I I I

Close-Out Phase 

Contract closeout documents N/A N/A N/A I I RV RV I I I I

As-builts N/A N/A N/A I I RV RV I I I I

Warranty follow-up N/A N/A N/A I AP AP AP I I I I

Warranty Site Visit (11-month) N/A N/A N/A I I RV RV I I I I

Labor Compliance Program N/A N/A N/A I I RV RV I I I I

Key:

P Primary - Responsible for initiating, leading, managing

A Assists - Responsible for Assisting the Primary responsible party

RV Review - Responsible for timely review and appropriate action 

AP Approves - Responsible for timely review and approval

RC Receives - Responsible for receipt of information 

I Informed - Informed of what took place regarding this 

D Directs - Responsible for providing necessary information or direction

N/A  Not Applicable 

TASK

PMT

RESPONSIBILITY MATRIX



 

                                               Page | 98 

                                                 

 

Program Procedures Manua l  (PPM)  

Section 3: Program / Project Communications Plan 

Responsibility Matrix – DCSD 

 

 

   

BM SUPERINTENDENT COO

Dir of 

Design & 

Constucti

on

D&D 

MGR

DIR PLAN 

& SPLOST 

PrOG

FIRE 

MARSHALL

MANAGER 

FACILITIES III

PROCUREMENT 

SPECIALIST
PM APM LEGAL

ACCOUNTING 

MANAGER
QC SPECIALIST

Program Management

Program Procedures Manual I I I RV AP I I I I I I I I RV

Program Mngt Plan I I I RV AP I I I I I I I I RV

Master Schedule I I I RV AP I I I I I I I I RV

Master Budget I I I RV AP I I I I I I I I RV

Cost Control I I I RV AP I I I I I I I I RV

Proliance I I I RV AP I I I I I I I I RV

Status reporting and Communication  Management I I I RV AP I I I I I I I I RV

Procurement Planning I I I RV AP I I I P I I I I RV

Other Program Mngt Tasks I I I RV AP I I I I I I I I RV

Design Phase

Permits/Approvals N/A N/A I I I I RV I I I I I I RV

Standardized Design Tools N/A N/A I I I I I I I I I I I RV

Surveys N/A N/A I I I I I I I I I I I RV

Provide detailed written program N/A N/A I I I I I I I I I I I RV

Provide District standard Specs N/A N/A I I I I I I I I I I I RV

Site investigations to gather data on existing conditions N/A N/A I I I I RV I I I I I I RV

Discussions with facilities staff regarding existing conditions N/A N/A I I I I RV I I I I I I RV

Provide Hazmat data N/A N/A I I I I I I I I I I I RV

Provide Project budgets N/A N/A I I I I I I I I I I I RV

Meeting Minutes N/A N/A I I I I I I I I I I I RV

Preparation of detailed design work plan/schedule N/A N/A I I I I I I I I I I I RV

Bid & Award Phase 

Reproduction & distribution of bid documents I I I RV RV I N/A N/A P I I I I RV

Advertising & legal notices I I I RV RV I N/A N/A P I I I I RV

Pre-bid meeting I I I RV RV I N/A N/A P I I I I RV

Addenda I I I RV RV I N/A N/A P I I I I RV

Bid Opening I I I RV RV I N/A N/A P I I I I RV

Recommendation for award I I I RV RV I N/A N/A P I I I I RV

Draft and issue contracts I I I RV RV I N/A N/A P I I I I RV

Review insurance & bonds I I I RV RV I N/A N/A P I I I I RV

Issue notice to proceed I I I RV RV I N/A N/A P I I I I RV

Pre-Construction meeting I I I RV RV I N/A N/A P I I I I RV

Construction Phase 

Change Orders below $100,000 I I I A A I N/A I I I I I I RV

Change Orders above $100,000 A I I A A I N/A I I I I I I RV

Reports and Project Site Documents N/A I I I I I I I I I I I I RV

Furniture, Fixtures and Equipment N/A I I I I I I I I I I I I RV

Permits/Approvals N/A I I I I I I I I I I I I RV

Construction Schedule Preparation N/A I I I I I I I I I I I I RV

Submittal review N/A I I I I I I I I I I I I RV

Requests for Information response N/A I I I I I N/A I I I I I I RV

Progress payments N/A I I A A I N/A I I I I I I RV

Site staff interface N/A I I I I I I I I I I I I RV

Hazardous materials abatement N/A I I I I I I I I I I I I RV

Moving N/A I I I I I I I I I I I I RV

Cleanup N/A I I I I I I I I I I I I RV

Punchlist preparation N/A I I I I I I I I I I I I RV

Punchlist clearance N/A I I I I I I I I I I I I RV

Punchlist clearance N/A I I I I I I I I I I I I RV

Meeting Minutes N/A I I I I I I I I I I I I RV

Close-Out Phase 

Contract closeout documents I I I I I I I I I I I I I RV

As-builts I I I I I I I I I I I I I RV

Warranty follow-up I I I I I I I I I I I I I RV

Warranty Site Visit (11-month) I I I I I I I I I I I I I RV

Labor Compliance Program I I I I I I I I I I I I I RV

Key:

P Primary - Responsible for initiating, leading, managing

A Assists - Responsible for Assisting the Primary responsible party

RV Review - Responsible for timely review and appropriate action 

AP Approves - Responsible for timely review and approval

RC Receives - Responsible for receipt of information 

I Informed - Informed of what took place regarding this 

D Directs - Responsible for providing necessary information or direction

N/A  Not Applicable 

TASK

DCSD

RESPONSIBILITY MATRIX
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Responsibility Matrix – Others / Systems 

 

ARCHITECT CONTRACTOR
TEST 

AGENCY
OTHER

DCSD OS 

COMMITTEE
N DRIVE J DRIVE M DRIVE Proliance P6

Program Management

Program Procedures Manual N/A N/A N/A I I N/A N/A A P N/A

Program Mngt Plan N/A N/A N/A I I N/A N/A A P N/A

Master Schedule N/A N/A N/A I I N/A N/A A P P

Master Budget N/A N/A N/A I I N/A N/A A P P

Cost Control N/A N/A N/A I I N/A N/A A P A

Proliance N/A N/A N/A I I N/A N/A A P A

Status reporting and Communication  Management N/A N/A N/A I I N/A N/A A P A

Procurement Planning N/A N/A N/A I I N/A N/A A P A

Other Program Mngt Tasks N/A N/A N/A I I N/A N/A A P A

Design Phase

Permits/Approvals P P P I I I I A P N/A

Standardized Design Tools P N/A N/A I I I I A P N/A

Surveys P P N/A I I I I A P N/A

Provide detailed written program N/A N/A N/A I I I I A P N/A

Provide District standard Specs P N/A N/A I I I I A P N/A

Site investigations to gather data on existing conditions P P N/A I I I I A P N/A

Discussions with facilities staff regarding existing conditions P N/A N/A I I I I A P N/A

Provide Hazmat data R P P I I I I A P N/A

Provide Project budgets R P N/A I I I I A P P

Meeting Minutes P P N/A I I I I A P N/A

Preparation of detailed design work plan/schedule N/A N/A I I I I A P P

Bid & Award Phase 

Reproduction & distribution of bid documents N/A N/A N/A I I I I A P N/A

Advertising & legal notices N/A N/A N/A I I I I A P N/A

Pre-bid meeting N/A N/A N/A I I I I A P N/A

Addenda N/A N/A N/A I I I I A P N/A

Bid Opening N/A N/A N/A I I I I A P N/A

Recommendation for award N/A N/A N/A I I I I A P N/A

Draft and issue contracts N/A N/A N/A I I I I A P N/A

Review insurance & bonds N/A N/A N/A I I I I A P N/A

Issue notice to proceed N/A N/A N/A I I I I A P N/A

Pre-Construction meeting N/A N/A N/A I I I I A P N/A

Construction Phase 

Change Orders below $100,000 R A N/A I I I I A P N/A

Change Orders above $100,000 R A N/A I I I I A P N/A

Reports and Project Site Documents R A N/A I I I I A P N/A

Furniture, Fixtures and Equipment R A N/A I I I I A P N/A

Permits/Approvals R A N/A I I I I A P N/A

Construction Schedule Preparation R A N/A I I I I A P P

Submittal review R A N/A I I I I A P N/A

Requests for Information response R A N/A I I I I A P N/A

Progress payments R A N/A I I I I A P N/A

Site staff interface R A N/A I I I I A P N/A

Hazardous materials abatement R P P I I I I A P N/A

Moving I A N/A I I I I A P N/A

Cleanup I A N/A I I I I A P N/A

Punchlist preparation P A N/A I I I I A P N/A

Punchlist clearance P A N/A I I I I A P N/A

Punchlist clearance P A N/A I I I I A P N/A

Meeting Minutes P P N/A I I I I A P N/A

Close-Out Phase 

Contract closeout documents P P N/A I I I I A P N/A

As-builts P R N/A I I I I A P N/A

Warranty follow-up P P N/A I I I I A P N/A

Warranty Site Visit (11-month) P P N/A I I I I A P N/A

Labor Compliance Program R P N/A I I I I A P N/A

Key:

P Primary - Responsible for initiating, leading, managing

A Assists - Responsible for Assisting the Primary responsible party

RV Review - Responsible for timely review and appropriate action 

AP Approves - Responsible for timely review and approval

RC Receives - Responsible for receipt of information 

I Informed - Informed of what took place regarding this 

D Directs - Responsible for providing necessary information or direction

N/A  Not Applicable 

SYSTEMS

TASK

OTHER PROGRAM PARTICIPANTS

RESPONSIBILITY MATRIX
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3-PCP-0040: Meeting Matrix 
Program/Project Meetings are an essential part of both the overall Program and the 

individual projects.  Their primary function is the transfer of information and to provide for 

timely decision making.  As a result, meeting minutes are recorded and issued to formally 

document the discussion points and the decisions that are made.   

This matrix assists the CIP Team members in scheduling their time to attend these critical 

meetings.  The matrix identifies those members whose attendance is critical to the 

progression of the project and those that can attend for informational purposes. 

Meeting Matrix – PMT 

 

 

 

AECOM 

CAM

AECOM  

PIC

AECOM 

MNGMNT. 

COMMITTEE

PD DPD PM APM SCHEDULER
DOCUMENT 

CONTROLS

PROGRAM 

CONTROLS - 

Proliance

Procurement 

Specialist

Program Meetings

Master Budget I I I MC MA I I OA OA OA OA

Master Schedule I I I MC MA I I MC OA OA OA

Monthly Status Report I I I MA MA I I OA OA OA OA

Program Documents I I I I OA I I OA MC OA OA

Owner Architect Contractor I I I I OA MA MA I I I I

School Principal I I I I OA MA MA I I I I

Owner Coordination I I I I OA MA MA OA OA OA OA

Team Building I I I I OA OA OA OA OA OA OA

PCM I I I I OA OA OA OA OA MC OA

Planning I I I I OA OA OA OA OA OA OA

IT Coordinator I I I I OA MA MA I I I I

FF&E Coordinator I I I I OA MA MA I I I I

Procurement Coordination I I I I OA I I OA OA OA MC

Fire Marshal I I I I OA MA MA OA OA OA OA

Job Site I I I I OA MA MA OA OA OA OA

Design Progress Meeting I I I I OA MA MA OA OA OA OA

Pre-Construction Orientation Meeting I I I I OA MA MA OA OA OA OA

Job Coordination I I I I OA MA MA I I I I

Community Meetings I I I I OA MA MA I I I I

Project Review Meetings I I I I OA MA MA OA OA OA OA

Community Construction Advisory Committee I I I I OA I I I I I I

SPLOST Oversite Advisory Committee I I I MC MA I I I I I I

Local Governmental Agencies I I I I OA MA MA I I I I

Operations Division Staff Meetings I I I MA MA I I I I I I

Capital Improvement Program Meetings I I I MC MC I I MA MA MA MA

School Board Meetings I I I I OA MA MA I I I I

Key:

MC Meeting Chairperson

MA Mandatory Attendance

OA Optional Attendance

D Distribution of Minutes

I Informed - Informed of what took place regarding this 

N/A  Not Applicable 

TASK

PMT

MEETING MATRIX
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Meeting Matrix – DCSD 

 

 

 

 

 

 

BM SUPERINTENDENT COO

Dir. of 

Design & 

Construct

ion

D&D 

MGR

Dir. Of 

PLAN & 

SPLOST 

PROG

FIRE 

MARSHALL

MANGER 

FACILITIES III

PROCUREMENT 

SPECIALIST
PM APM LEGAL

ACCOUNTING 

MANAGER
QC SPECIALIST

Program Meetings

Master Budget I I OA OA OA OA I I I I I OA OA OA

Master Schedule I I OA OA OA OA I I I I I OA OA OA

Monthly Status Report I I OA OA OA OA I I I OA OA OA OA OA

Program Documents I I OA OA OA OA I I I OA OA OA OA OA

Owner Architect Contractor I I I I OA OA OA I I I I OA OA OA

School Principal I I I I OA OA OA I I I I N/A N/A OA

Owner Coordination I I OA OA OA OA I I I OA OA N/A N/A OA

Team Building I I OA OA OA OA I I I OA OA OA OA OA

PCM I I OA OA OA OA I I I OA OA N/A N/A OA

Planning I I I I OA OA OA I I OA OA N/A N/A OA

IT Coordinator I I I I OA OA OA I I OA OA N/A N/A OA

FF&E Coordinator I I I I OA OA I I I OA OA N/A N/A OA

Procurement Coordination I I I I OA OA I I MC OA OA N/A N/A OA

Fire Marshal I I I I OA OA MC I I I I OA OA OA

Job Site I I I I OA OA OA I I OA OA OA OA OA

Design Progress Meeting I I I I OA OA OA I I OA OA OA OA OA

Pre-Construction Orientation Meeting I I I I OA OA OA I I OA OA OA OA OA

Job Coordination I I I I OA OA OA I I OA OA OA OA OA

Community Meetings I I I I OA OA OA I I OA OA OA OA OA

Project Review Meetings I I I I OA OA OA I I OA OA OA OA OA

Community Construction Advisory Committee I I OA OA OA OA I I I I I I I I

SPLOST Oversite Advisory Committee I I OA OA OA OA I I I I I I I I

Local Governmental Agencies I I OA OA OA OA I I I I I I I OA

Operations Division Staff Meetings I I MC MA MC OA I I I MA MA OA MA MA

Capital Improvement Program Meetings I I OA OA MC OA I I I MA MA OA MA MA

School Board Meetings I I MA MA MA OA I I I I I I I I

Key:

MC Meeting Chairperson

MA Mandatory Attendance

OA Optional Attendance

D Distribution of Minutes

I Informed - Informed of what took place regarding this 

N/A  Not Applicable 

TASK

DCSD

MEETING MATRIX
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Meeting Matrix – Other Program Participants 

 

 

 

 

 

ARCHITECT CONTRACTOR
TEST 

AGENCY
OTHER

DCSD OS 

COMMITTEE
N DRIVE J DRIVE M DRIVE PCM P6

Program Meetings

Master Budget N/A N/A N/A I I N/A N/A N/A N/A N/A

Master Schedule N/A N/A N/A I I N/A N/A N/A N/A N/A

Monthly Status Report N/A N/A N/A I I N/A N/A N/A N/A N/A

Program Documents N/A N/A N/A I I N/A N/A N/A N/A N/A

Owner Architect Contractor MC MA I I I N/A N/A N/A N/A N/A

School Principal OA OA I I I N/A N/A N/A N/A N/A

Owner Coordination OA OA N/A I I N/A N/A N/A N/A N/A

Team Building OA OA N/A I I N/A N/A N/A N/A N/A

PCM MA MA I I I N/A N/A N/A N/A N/A

Planning N/A N/A N/A I I N/A N/A N/A N/A N/A

IT Coordinator OA OA N/A I I N/A N/A N/A N/A N/A

FF&E Coordinator OA OA N/A I I N/A N/A N/A N/A N/A

Procurement Coordination OA OA N/A I I N/A N/A N/A N/A N/A

Fire Marshal OA OA N/A I I N/A N/A N/A N/A N/A

Job Site OA OA N/A I I N/A N/A N/A N/A N/A

Design Progress Meeting OA OA N/A I I N/A N/A N/A N/A N/A

Pre-Construction Orientation Meeting OA OA N/A I I N/A N/A N/A N/A N/A

Job Coordination OA OA N/A I I N/A N/A N/A N/A N/A

Community Meetings OA OA N/A I I N/A N/A N/A N/A N/A

Project Review Meetings OA OA N/A I I N/A N/A N/A N/A N/A

Community Construction Advisory Committee N/A N/A N/A I MC N/A N/A N/A N/A N/A

SPLOST Oversite Advisory Committee N/A N/A N/A I OA N/A N/A N/A N/A N/A

Local Governmental Agencies OA OA N/A I I N/A N/A N/A N/A N/A

Operations Division Staff Meetings N/A N/A N/A I OA N/A N/A N/A N/A N/A

Capital Improvement Program Meetings N/A N/A N/A I OA N/A N/A N/A N/A N/A

School Board Meetings N/A N/A N/A I OA N/A N/A N/A N/A N/A

Key:

MC Meeting Chairperson

MA Mandatory Attendance

OA Optional Attendance

D Distribution of Minutes

I Informed - Informed of what took place regarding this 

N/A  Not Applicable 

TASK

OTHER PROGRAM PARTICIPANTS SYSTEMS

MEETING MATRIX
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3-PCP-0060: Document Retention Policy/ 

Procedure 
There are two (2) types of documents, electronic and hard copy.  Document control of the 

SPLOST V Program is to be managed electronically with Proliance document control 

system.  The majority of all documentation will be housed electronically within Proliance.    

The electronic version of documents will be archived in.  In instances where hard copies 

are produced, they will be archived per Article 10, Para. 10.3, “Maintenance Of Project 

Records”, of the Master Agreement for Program Management Services between The 

DeKalb County Board of Education and AECOM Corporation, dated July 2017.  These 

files will be archived on DCSD property.  

Once a project has reached final completion, then the PMT PM will compile all project 

related documentation into one comprehensive location and then store them in a DCSD-

identified location.  This archived location will be coordinated by the PMT Document 

Controls Specialist and the DCSD Director of Design and Construction.  All electronic files 

will be housed inside of Proliance and will remain there for electronic retention purposes.  

Once the location has been identified by DCSD then the PMT Document Controls 

Specialist will clearly label and file any associated hard copies to allow for documents that 

need to be referenced can be found easily.   

 

3‐PCP‐0070: Open Records Request (ORR) 
Procedure - FOIA Request 
 

1. The Requestor submits a request to DCSD’s Office of Legal Affairs with a 
detailed Open Records Request. 

 
2. The Office of Legal Affairs contacts the department that maintains the requested 

record. COO reviews the request internally with DCSD Office of Legal Affairs 
(as appropriate) and Operations Management. 

 
3. If the request is unreasonable, the COO returns the request to the Office of Legal 

Affairs with explanation. 
 
4. If the request is reasonable, the COO submits the request to the proper 

responder. In this procedure, it is assumed that this procedure applies only to 
Requests sent to the AECOM PMT Team. For the CIP Team, this Request 
should be addressed to the PMT Program Director and copied to the PMT 
Deputy Program Director and the PMT Program Controls Manager. 

 
5. The PMT Program Director reviews the Request and determines it to be 

unreasonable, it will be returned it to the COO with an explanation. 
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6. If the Request is reasonable, the PMT Program Director will request an estimate 
be produced by the PMT Program Controls Manager on the hours and resources 
required to reproduce the documents requested. 

No Documents Will Be Created – We will only copy documents that already 
exist. 
 
Answering questions will be addressed in a different forum. 
 
7. The PMT Program Controls Manager reviews the Estimate with the PMT Deputy 

Program Director and then the PMT Program Director submits it to the COO. 
 
8. The COO submits the Estimate to Office of Legal Affairs, who in turn advises the 

Requestor of the Estimate. If the Requestor approves the costs, direction will be 
given to proceed with producing the records. 

 
9. The Requestor pays the estimated fee to the AECOM PMT Team and DCSD 

through the DCSD for the value of the Estimate. 
 
10. The COO directs the AECOM PMT Team to re-produce the documents in the 

request. 
 
11. The PMT Program Controls Manager researches the various locations of 

potential documents. 
 
12. The PMT Program Controls Manager determines the required resources 

(program management staff, DCSD staff, outside venders, etc.). With the 
assistance from the PMT Administrative Assistant the PMT Program Controls 
Manager reproduces (copies) the documents. 

 
13. The PMT Deputy Program Director reviews the documents to highlight areas that 

the PMT Team feels are sensitive and should be reviewed by the DCSD Office 
of Legal Affairs. 

 
14. The DCSD Office of Legal Affairs redacts the documents as appropriate. 
 
15. The DSCD Office of Legal Affairs issues the documents to the Requestor. 
 
*Also please see DeKalb County School District Facilities Management Department 
Georgia Open Records Act Process and Procedures in Chapter 2, 2-Proliance-0073 
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Included in this Chapter are: 

 4-PCR-0010: Pre-Procurement Coordination Meeting with DCSD Departments 

 4-PCR -0020: Project Kickoff Process 

 4-PCR -0030: Project Procurement Process for Design & Similar Consultants 

 4-PCR -0040: Project Procurement Process for General Construction 

 4-PCR -0050: Award Recommendations 

 4-PCR -0060: Contract Execution Process 

 4-PCR -0070: DCSD BOE Policy Document  

4-PCR-0010: Pre-Procurement Coordination 

Meeting with DCSD Departments 
One of the responsibilities of the PMT, and specifically the Program Director and Deputy 

Program Director, is to initiate quarterly procurement coordination meetings with DCSD 

department managers.  The proposed attendance for these meetings is as follows: 

• Chief Operating Officer (COO) 

• Deputy Chief Operating Officer (DCOO) 

• Director of Planning and SPLOST Programming 

• Director of Facility Maintenance 

• Director of Design & Construction 

• Chief Financial Officer (CFO) 

• Chief Information Officer (CIO) 

• Procurement Manager 

• PMT Program Director 

• PMT Deputy Program Director 

4 

PCR 

 

 

 

Procurement 
 

1: Program Staffing: 
Organization and Roles 

0: Background/ 
Introduction 

8: Closeout 

2: Program Management 
Controls Strategy 

7: Construction 

6: Design 

3: Program/ Project 
Communications Plan 

4: Procurement 

9: Safety/Security 

5: Pre-Design 
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• PMT Procurement Specialist 

Typical agenda items for the quarterly meetings are as follows: 
 

• Orientation to the SPLOST V Program (initial meeting only) 

• Continued improvement to the procurement process 

• Coordination between departments 

• Continued cooperation/ issue resolution 

• Updates to Program schedule and budgets 

4-PCR-0020: Project Procurement Kickoff 

Meeting 

This procedure is to provide an overall approach to providing procurement services for 

DCSD’s 2017 – 2022 CIP.  It includes information regarding methods of procurement and 

contractual strategies in order to provide comprehensive bidding and procurement 

services.  

In cooperation with the various District functional managers, the PMT will assist DCSD 

Procurement Specialist  in the procurement process and issuance of all contracts for a 

project.  In conjunction with the DCSD Procurement Specialist , the PMT will review the 

District’s standard A/E and construction documents and submit recommendations for 

improvements to these documents.   

 

The Process to make a project “active”: 

1. The Program Master Schedule developed by the PMT and approved by DCSD’s 

Director of  Design & Construction depicts Project Start and Finish Dates as provided 

by the District and later updated via the ‘E-SPLOST V Project List Based on the Board 

approved “New Projects and Budget Adjustments (July 12, 2021)” document.  

2. The “Start Date” shown on the Program Master Schedule is the day the project 

becomes “Active.” 

3. Within the first ten (10) days of the project becoming active, the PMT Program Director 

assigns a PMT Project Manager to manage the Project.   

4. Once the PMT PM is assigned, the Procurement Specialist prepares a Project 

Activation Package for the PM to analyze the project.  This Package includes the 

Facility Condition Assessment report, project budget, and baseline schedule.  It also 

includes a Scope Development Form that can be used in determining priorities from 

the work outlined in the Facility Condition Assessment. 
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5. After the PMT PM reviews the Project Activation Package, the Procurement Specialist 

coordinates a meeting the “PMT Scope Development Meeting” with the PMT Program 

Director and Deputy Program Director, the PM, and the Scheduler to discuss project 

specific scope, budget, and scheduling. 

6. After the District has confirmed the intended scope of work, the PMT Project Manager 

initiates the project delivery process with a CIP Team Project Procurement Kickoff 

Meeting.   

 

Meeting Invitees include, but are not limited to: 

a) PMT Program Director 

b) PMT Deputy Program 

Director 

c) PMT Project Manager – 

Chair 

d) PMT Procurement Specialist 

e) PMT Program Controls 

Manager 

f) PMT Design Review 

Representative (as 

appropriate) 

g) PMT Estimator 

Representative (as 

appropriate) 

h) DCSD Director of Design & 

Construction 

i) DCSD Director of Planning & 

SPLOST Programming 

j) DCSD Procurement 

Specialist 

k) DCSD Compliance Specialist 

l) DCSD Design Manager 

m) DCSD Director of Facilities 

Maintenance 

n) DCSD QA Specialist  

o) DCSD Technology Project 

Manager 

p) DCSD FF&E Coordinator 

q) DCSD Fire Marshal/Life-

Safety Specialist  

r) DCSD Indoor Air Quality 

Coordinator 

s) DCSD Regional Maintenance 

Supervisor 

 

 

 

Project Procurement Kickoff Meeting Agenda: 

a) Contract Review 

b) Project Analysis/ Scope 

c) Design Criteria 

d) Project Budget 

e) Funding Approval/ 

Reimbursement Process 

f) Special Funding 

g) Design Schedule 

h) Project Schedule 
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i) Project Delivery Method 

j) Project Bundling 

k) Swing Space 

l) Demolition 

m) Technology 

n) FF&E 

o) Abatement 

p) Salvage 

q) GA BOE Approval Process 

r) GaDOE Requirements 

s) Special Needs 

t) Special Permitting 

u) Applicable Laws 

v) Channels of Communication 

w) Proliance 

x) Other

 

7. The PMT PM then schedules a procurement specific meeting with the DCSD 

Procurement Specialist and the PMT Procurement Specialist to discuss specific 

assignments and target dates for: 

a) Geotech (as necessary) 

b) Land Survey (as necessary) 

c) Abatement (as necessary) 

d) Risk Assessment Survey (as necessary) 

e) Other Initial Investigative Services (as necessary) 

f) Procurement of A/E Services (or Design/Build) 

g) Procurement of Builder Services (General Contractor, Construction 

Manager at Risk (CMAR), or Design-Builder) 

Attendees are: PMT PM (Chair), Program Director (Optional), Deputy Program 

Director, DCSD Procurement Specialist, and the PMT Procurement Specialist. 
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4-PCR-0030: Project Procurement Process for 

Design (and Similar Consultants) 
 
Below is a detailed step by step process for procuring architectural, engineering, and 
other consultant services.  Included at the end of Chapter 4 is DCSD’s Solicitation 
Matrix, which outlines timeframes and minimum requirements. 
 
1. The PMT PM and Program Director determine the Stated Cost Limitation (SCL) for 

the project.  The A/E will use the SCL when developing the design. 

2. The PMT PM develops scope narratives (as appropriate for his specific project) for 

specific services for the following: 

o Geotechnical 

o Land surveys 

o Traffic Studies 

o Hazardous Materials Abatement 

o Risk assessment survey 

o Other initial services 

o A/E services 

o Contractor services (swing space, demolition, etc.) 

3. The PMT Program Director reviews and approves the scope of work narrative. 

4. The PMT PM refines the Project Master Schedule and Project Budget for the project 

for all services identified in 2., above. 

5. For each of the services identified in 2., above, the PMT Procurement Specialist 

compiles solicitation documents, including: 

o Instructions for proposal/bid, Request for Proposals, and Invitations to Bid 

o Scope Narratives (developed by PMT PM) 

o Design Guidelines and Specifications 

o Facility Assessments 

o Aerial Images 

o Floor Plans 

o Land surveys 

o Geotech reports 

o Abatement information 
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o As-built documents 

o Proposal/Bid forms 

o Schedule (by PMT PM) 

o Sample Contract 

o School and Testing Calendars 

o Required Forms, including Conflict of Interest Disclosure and Consent to 

Release Information 

o Other documents as may be required 

 

6. Along with the Procurement Specialist, the PMT Project Manager and the PMT 

Program Director review the final procurement documents and packages for 

accuracy, attachments, language, scope, pricing breakdown, schedule, etc. 

7. The DCSD Procurement Specialist  posts the solicitation on the DCSD website and 

notifies by email all vendors known to the District to be interested in submitting for the 

solicitation. If pre-qualified vendors are available, the DCSD Procurement Specialist 

will select three vendors to submit proposals for the work in question 

8. The PMT PM, in conjunction with the DCSD Procurement Specialist , holds the Pre-

Proposal/Pre-Bid Meeting as appropriate, no sooner than five (5) days from the date 

of the design RFP/ITB issuance. 

NOTE: The Pre-Proposal/Pre-Bid Meeting is a mandatory meeting for parties 

interested in submitting a proposal/bids for the project.  The purpose of the meeting 

is to confirm that potential offerors/bidders have the correct documents and 

understand the scope of work they are pursuing.  The potential bidders/proposers 

have the opportunity to ask questions, and to confirm that they are aware of the 

services expected of them.  Generally, whenever possible, potential 

bidders/proposers are also provided an opportunity to visit the project site to review 

the location and existing conditions.  Failure to attend a mandatory Pre-

Proposal/Pre-Bid Meeting and/or a mandatory site visit will result in the proposal/bid 

from that vendor being rejected; therefore, a sign-in sheet must be posted and a 

verbal reminder given during the meeting to sign in.   

9. The DCSD Procurement Specialist and the PMT Procurement Specialist work 

together to develop the meeting minutes, which are then posted on the District’s 

website (along with the sign-in sheet and any documents issued at the meeting) as 

part of an addendum. 

10. Within the RFP or RFQ, the final date and time for questions from potential 

bidders/proposers is identified.  Generally, this will be at least 72 hours prior to the 

final addendum being issued, although there are no state regulations relating to 

professional services solicitations.  Therefore, exceptions to this timeframe can be 
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made at the discretion of the PMT Procurement Specialist with approval from the 

DCSD Procurement Specialist.  Questions must be submitted in writing and 

addressed to the DCSD Procurement Manager. 

11. Questions are submitted by the proposers to the designated email address as 

stipulated in the RFP or ITB documents. 

12. The DCSD Procurement Specialist receives questions and distributes them to the 

PMT Procurement Specialist who coordinates developing the answers with the PM 

and others, as appropriate. 

13. The DCSD Procurement Specialist issues answers to potential bidders/proposers by 

addendum. 

14. For proposals/bids that require hard copy submissions, the proposers/bidders are 

required to time stamp the receipt card provided by the District using the official time 

clock.  Bidders/proposers must then affix the card to their proposal package prior to 

submission. 

15. The DCSD Procurement Specialist will log all proposals received (name of firm, date 

and time received).  Proposals not received by the specified time will not be 

accepted.  A minimum of two (2) DCSD employees and one (1) PMT member must 

be in attendance when the bids/ proposals are opened and logged in.  The Proposal 

Receipt Log must be signed by all three (3) attendees. 

16. The DCSD and/or PMT Procurement Specialist facilitates and review of the 

proposals: 

a) The DCSD and/or PMT Procurement Specialist  files the original copy of 

all submittals (in Proliance and hard files). 

b) The DCSD and/or PMT Procurement Specialist reviews each submittal for 

compliance with the minimal RFP requirements and notes those that do not 

comply. 

c) The DCSD and PMT Procurement Specialists, the PMT Project Manager, 

the PMT Program Director, and DCSD’s Director of Design and 

Construction review the non-compliant submittals to determine if the 

omissions reach the level of disqualification. 

d) The DCSD and/or PMT Procurement Specialist assembles the selection 

committee (which rotates with each solicitation) to explain the review 

process. 

i. The Selection Committee is typically comprised of five (5) members.   

Three of the following: 

• DCSD Director of Design& Construction 

• DCSD QA Specialist 

• DCSD Contract Specialist 
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• DCSD Design Manager  

• DCSD Project Manager 

• DCSD Other 

And two of the following: 

• PMT Project Manager (assigned to project) 

• PMT Project Manager (rotating, not assigned to project) 

• PMT Program Director 

• PMT Deputy Program Director 

• PMT Other 
 

ii. The Selection Committee will be administered by the DCSD and/or 
PMT Procurement Specialist. 

iii. Additional Selection Committee Members can be added at the 
discretion of the DCSD Procurement Specialist or the PMT Program 
Director. 

iv. The DCSD and/or PMT Procurement Specialist distributes one (1) 
copy of the RFP with all addenda, the evaluation form, and one (1) 
copy of each compliant submittal. 

v. The DCSD and/or PMT Procurement Specialist then reviews each 
line item of the evaluation form with the Committee members and 
answers any questions. 

e) Committee Members review and grade all the qualified submittals and 

record their assessment on the standard (but customized for each project) 

proposal evaluation form. 

f) After the Committee Members grade each proposal, the DCSD and/or PMT 

Procurement Specialist tallies the evaluation forms. 

g) The DCSD Executive Manager Design and Construction reviews the results 

with the PMT Deputy Program Director and/or Program Director to 

determine if interviews/ presentations are desired. 

h) If desired, two (2) to four (4) proposers are asked to participate in an 

interview/ presentation taking between 30 minutes and two (2) hours at the 

discretion of DCSD. 

i) The interview can and often does impact the rankings, and when applied, 

is a key part of the procurement process. 

j) The Committee meets, discusses the scoring, and recommends an award.  

The final, tallied recommendation form is signed by all Committee 

Members.  The DCSD Procurement Specialist signs as the administrator 

and the PMT Program Director and DCSD Executive Manager Design and 

Construction sign the form as reviewers. 



 

 

                                               Page | 115 

                                                 

 

Program Procedures Manua l  (PPM)  

Section 4: Procurement 

k) If the Committee can’t come to a clear agreement and recommendation, 

then the DCSD Director of Design & Construction and the PMT Program 

Director will get involved to assist with the award selection. 

l) If a clear recommendation still cannot be reached, the DCSD Procurement 

Specialist will select a new review committee and repeat steps 16.d. to 16.j. 

as described above. 

17. DCSD and AECOM make recommendations and contact the first-ranked firm to 

negotiate the fee. 

a) If the award recommendation is under $100,000, then the contract does not 

require DCSD Board of Education approval. 

b) If the award recommendation is over $100,000, then the contract requires 

DCSD Board of Education approval. 

 

 

 

 



 

 

                                               Page | 116 

                                                 

 

Program Procedures Manua l  (PPM)  

Section 4: Procurement 

4-PCR-0040: Project Procurement Process for 

General Construction 
 
Below is a detailed step by step process for procuring construction, and other 
construction-type consultant services.  Included at the end of Chapter 4, is DCSD’s 
Solicitation Matrix, which outlines timeframes and minimum requirements. 

 

1. The PMT, the A/E, and the DCSD Procurement Specialist hold Kickoff Meeting 

specifically for the General Construction Phase Procurement to discuss 

assignments and target dates for this procurement. 

2. The PMT PM refines the Project Master Schedule and Project Budget for the project. 

3. The PMT PM reviews the drawings and specifications developed by the A/E to confirm  

completeness and submits them the DCSD Procurement Specialist .  

4. The PMT PM reviews the scope summary written by the A/E and incorporates it into 

the RFP. 

5. The PMT PM creates the Owner’s Criteria and Scope of Work Narrative for 

incorporation into the RFP. 

6. The PMT PM creates the Construction Delivery Method Letter for signature by the 

DCSD Director of Design & Construction.  Once signed, the PMT PM issues the letter 

to the A/E for incorporation into Georgia Department of Education submittal. 

7. The DCSD Procurement Specialist consolidates bid and/or RFP documents, bid list, 

etc.. 

8. The DCSD Procurement Specialist  may issue (but is not required to)  RFP/ 

Advertisements to pre-qualified bidders list for projects under $1 million or to general/ 

open bid list for projects over $1 million. 

9. The DCSD Procurement Specialist  issues complete package to DCSD Legal 

Department for review and approval to issue the RFP.   

10. Notify the Newspaper of record (Champion) on a Thursday of intent to advertise the 

next Thursday. 

NOTE: If approval is not received back from the DCSD Legal Department prior to 

advertisement in Champion, the listing is cancelled. 

11. The DCSD Procurement Specialist  issues advertisements to newspaper 

(Champion)  and website. 

12. The PMT PM and the Program Director review final procurement documents and 

packages for accuracy, attachments, language, scope, pricing breakdown, schedule, 

etc. 
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13. The DCSD Procurement Specialist  holds Pre-Bid/Proposal Meeting, with assistance 

from the PMT and the A/E. 

14. NOTE: The Pre-Bid/Proposal Meeting is a mandatory meeting for parties interested 

in submitting a proposal for this project.  The purpose of the meeting is to confirm 

potential bidders have the correct documents, understand the scope of work they are 

pursuing, potentially visit the project site, ask questions, and to confirm all potential 

bidders are aware of the services expected of them.  The Pre-Bid/ Proposal Meeting 

will be held no sooner than 10 calendar days after the issuance of the RFP.  If the 

site is accessible, a mandatory site visit should be made to review the location and 

existing conditions. Failure to attend a mandatory Pre-Proposal/Pre-Bid Meeting 

and/or a mandatory site visit will result in the proposal/bid from that vendor being 

rejected; therefore, a sign-in sheet must be posted and a verbal reminder made to 

sign in during the meeting.  The sign-in sheet, agenda, and meeting minutes will be 

included in the next addendum.   

15. The DCSD Procurement Specialist will develop the minutes of the meeting and submit 

them to the PMT PM and the PMT Procurement Specialist . 

16. The DCSD Procurement Specialist  issues minutes of the meeting (along with any 

documents issued in the meeting) by addendum. 

17. Questions from bidders must be submitted in writing to the Procurement Manager at 

least 72 hours prior to the final addendum being issued. 

18. Questions are submitted by the proposers to the designated email address as 

stipulated in the RFP or ITB documents. 

19. The DCSD Procurement Specialist  receives questions and distributes them to the 

PMT, DCSD, and the A/E team 

20. The PMT, the A/E and DCSD review and answer questions. 

21. The DCSD Procurement Specialist issues answers to proposers by addendum. 

22. The final addendum must be issued at least 72 hours prior to the bid date and time.  

Addenda issued less than 72 hours prior to the bid date and time must move the bid 

date and time by a minimum of 24 hours and maintain the 72-hour requirement.   

23. All addenda must be emailed to the Proposers from the sign-in sheet and posted on 

the DCSD website and bulletin board. 

24. Sealed bids/ proposals will be accepted by the receptionist at the front desk of the 

Sam Moss Service Center.   

25. Bids received as a result of an Invitation To Bid (ITB) solicitation must be publicly read 

aloud.  A minimum of two (2) DCSD employees and one (1) PMT member must 

attend the bid opening and signify by signing the bid evaluation form that the bids 

were received and opened according to the state law and board policies. 
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26. The DCSD Procurement Specialist , the A/E, and the PMT review bids/proposals: 

a) The DCSD Procurement Specialist files original copy of all submittals (in 

Proliance and hard files) 

b) The DCSD Procurement Specialist reviews each submittal for compliance 

with the minimal RFP requirements and notes those submittals that don’t 

comply 

c) The DCSD Procurement Specialist , the PMT Project Manager, the PMT 

Program Director and DCSD’s Director of Design & Construction review the 

non-compliant submittals to determine if the omissions reach the level of 

disqualification 

d) DCSD Procurement Specialist assembles the selection committee (which 

rotates with each solicitation) to explain the review process. 

i. The Selection Committee is generally comprised of five (5) members.   

Three of the following: 

• DCSD Director of Design & Construction 

• DCSD QA Specialist 

• DCSD Contract Specialist 

• DCSD Design Manager 

• DCSD Project Manager 

• DCSD Other 

And two of the following: 

• PMT Project Manager (assigned to project) 

• PMT Project Manager Rotating (not assigned to project) 

• PMT Program Director 

• PMT Deputy Program Director 

• PMT Other 
 

ii. The Selection Committee will be administered by the DCSD 
Procurement Specialist. 

iii. Additional Selection Committee Members can be added at the 
discretion of the DCSD Director of Design & Construction or the PMT 
Program Director. 

iv. DCSD Procurement Specialist distributes one (1) copy of the RFP 
with all addenda, the analysis sheet, content of the Intent form, and 
one (1) copy of each compliant submittal to each member of the 
Committee. 

v. DCSD Procurement Specialist then reviews each line item of the 
analysis sheet with the Committee Members and answers questions. 
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e) Each Committee Member reviews and grades all the qualified submittals 

and records their assessment on the standard (but customized for each 

project) bid/proposal analysis form. 

f) After the committee members grade each proposal, the DCSD 

Procurement Specialist tallies the analysis form. 

g) The DCSD Director of Design & Construction reviews the results with the 

PMT Deputy Program Director and/or Program Director to determine if 

interviews/ presentations are desired. 

h) If desired, two (2) to four (4) proposers are asked to participate in an 

interview/ presentation taking between 30 minutes and two (2) hours at the 

discretion of DCSD. 

i) The interview can and often does impact the scoring, and when applied, is 

a key part of the procurement process. 

j) DCSD requests the Best and Final Offer (BAFO) as appropriate. 

k) The Committee meets, discusses, and recommends an award.  The final, 

tallied recommendation form is signed by all Committee Members.  The 

DCSD Procurement Specialist signs as the administrator and the PMT 

Program Director and DCSD Director of Design & Construction sign the 

form as reviewers. 

l) If the Committee can’t come to a clear agreement and recommendation, 

then the DCSD Director of Design & Construction and the PMT Program 

Director will get involved to assist with the award selection. 

m) If a clear recommendation still cannot be reached, the DCSD Procurement 

Specialist will select a new review committee and repeat steps 17.d. to 17.l. 

as described above. 

27. DCSD and the PMT make recommendations. 

a) If the award recommendation is under $50,000, then the contract does not 

require DCSD Board of Education approval. 

b) If the award recommendation is over $50,000, then the contract requires 

DCSD Board of Education approval. 

 

DeKalb County School District Solicitation Matrix 
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4-PCR-0050: Award Recommendations 
1. The DAT and PMT make a joint recommendation 

a. Review Committee signs recommendation 

b. PMT Program Director signs recommendation as reviewer 

c. DCSD Director of Design & Construction signs recommendation as 

reviewer 

d. Executive Director of Facilities Management signs recommendation as 

approver 

2. The signed package is submitted to DCSD’s Legal Department for review and 

approval. 

4-PCR-0060: Board of Education Approval 
• DCSD and PMT make award recommendation. 

• If the award recommendation is under $100,000, then the contract does not require 

DCSD Board of Education (BOE) approval.  With COO approval, Notice of Award 

is given. 

• If the award recommendation is under $100,000, then the contract requires DCSD 

Board of Education approval. 

4-PCR-0070: Contract Execution Process 
Execution of the contract is the culmination of the selection of the A/E, general contractor, 

or other consultants, vendors, or contractors.  The executed contract is the binding 

agreement between the District and the A/E, or the contractor, or the vendor for the project.  

This procedure outlines this process following the Notice of Award: 

• DCSD Procurement Specialist or PMT Procurement Specialist assembles the 

required number of contract packages. 

• After approval by the Board of Education and issuance of the Board Directive, 

the DCSD Procurement Specialist or PMT Procurement Specialist notifies the    

A/E, the contractor, or the vendor to pick up the contracts for signature.   

• The A/E, contractor, or vendor returns the signed contract along with associated 

required documents (bonds, insurance certificates, etc.) 

• The DCSD Contract Specialist prepares the contract package for routing and 

transmits the package to the District Legal Dept. for review and approval. 
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• Upon approval the contract package is returned to the DCSD Contract Specialist 

who transmits the contract package to the DCSD Office Specialist of Executive 

Assistant to the COO, who will sign the transmittal form and forward the 

documents for signature by the DCSD Superintendent and Board of Education 

Chairperson (as appropriate).  

• The approved contract package is then returned to the Contract Specialist who 

will notify the DCSD Procurement Specialist, the PMT Procurement Specialist 

and the PMT PM. 

• The PMT PM prepares the Notice To Proceed and transmits it to the DCSD 

Director of Design & Construction for signature. 

• The PMT Procurement Specialist sets up a meeting with the PMT PM, DCSD 

PM (if applicable), DCSD Procurement Specialist and the A/E, contractor, or 

vendor.  At the meeting, the A/E, contractor, or vendor will be issued the fully 

executed contract along with the Notice To Proceed and any additional 

documents required by the new contract. 

 

On the following pages, please find flow charts for: 

• Phase 1 of the contract execution process – Notice of Award (NOA) 

• Phase 2 of the contract execution process – Notice to Proceed (NTP) 

• Five Year Local Facilities Plan 
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Contract Execution Process: Phase 1 (Notice of Award through Notice To Proceed for Contract > $100,000) 
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Contract Execution Process: Phase 2 (Notice of Award through Notice To Proceed for Contract > $100,000) 
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The following is a sub-process for approval of a contract for the A/Es, or the contractors, 

or vendors with the DCSD system alone. 

1. Proposals are received by DCSD 

2. Review Committee makes recommendations 

3. Recommendations go through approval process 

4. Recommendations package submitted to the DCSD Legal Department 

5. Recommendation is posted on E-Board 

6. Board approves award 

7. Issue Notice of Award 

8. Contractor/ A/E/ Vendor executes contract 

9. DCSD internal contract execution process (after execution by the contractor, 

vendor, A/E) 
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4-PCR-0080: DCSD Board Of Education Policy 

Document 
The DeKalb County Board of Education (the BOE, or ‘the Board’’) is charged by the 

Constitution and laws of Georgia with the control and management of the DCSD.  The 

Board works as one body representing the entire community. 

The fundamental role of the Board is to establish policy for the governance of the DCSD 

with the focus on student achievement. The Board is the trustee of public funds and must 

be responsible for the appropriation of those funds.  As the trustees of public funds, Board 

members should work to confirm that the DCSD’s expenditures are carefully considered 

and consistent with the Board’s primary objective of confirming that each student in the 

DCSD receives a quality basic education. 

DCSD Policies are located at:  

https://simbli.eboardsolutions.com/Policy/PolicyListing.aspx?S=4054 
 
                 Or, scan the “QR” code: 
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Section 5 discusses Project Pre-Design and includes: 

  

5-PRE-0010: Initial Project Scope of Work 

  1.0 Project Initiation 

  2.0 Project Initiation / Planning Implementation 

  3.0 Mobilization Pre-Planning 

  4.0 Fast-Start Evaluation 

  5.0 Plans, Policy, and Procedures Development 

5-PRE-0010: Initial Project Program/Scope of 

Work 
The CIP Team shall: 

• Develop project Start-up Package.  Information in the Start-up Package is based 

on information gathered by PMT, provided by District in the form of a scope outline, 

and the Facility Condition Assessment. This is documented on the DCSD server 

on the “M” Drive.  

• Start-up Package consists of the following items: 

o Description of Project 

o Proposed delivery methods for design and construction 

o Funding and Budget 

o Current Status 

• Attachments: 

o Project Facility Condition Assessment 

o District’s Narrative and Scope Outline 

o Control Budget Summary 

o Preliminary Project Schedules 

o Exhibits (i.e., concept sketches, etc.) 
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• Route start-up package through appropriate DCSD reviewers for comment and 

approval 

• Distribute approved copies to project team members and proceed with the Design 

Consultant Selection Process in concurrence with, or subsequent to, development 

of the Start-up Package 

1.0 PROJECT INITIATION  

On many projects and programs, the DAT and PMT commence in the pre-design phase 

prior to any consultants being selected.  The purpose of this section is to establish a 

general guideline for performing those tasks that are best performed prior to commencing 

any consultant procurement and/or any design work.  Planning is the work a PMT PM 

performs to predetermine a course of action that will be followed by others to confirm that 

project goals and objectives are met.  This section will provide guidance in initiating the 

project planning efforts and will provide a format for the Project Management Plan (PPM).  

The PMT PM is responsible for providing pre-design planning and project initiation phase 

services.  The PMT PM facilitates the project planning by providing the District and the 

consultant team  with the knowledge of the various processes and procedures necessary 

for development of the project start up package.  

2.0 PROJECT INITIATION/PLANNING IMPLEMENTATION  

The days immediately following start-up direction from the District are some of the most 

critical for confirming the success of the project or program.  Our strategic approach to 

this critical phase of work is detailed and it is imperative that these tasks be completed 

within a short timeframe to ensure an efficient start-up. Most of these tasks are conducted 

concurrently and feed into one another.  This interdependence is a natural consequence 

of a multi-element planning effort.  Successful completion of project initiation is the first 

step in establishing a process that operates smoothly and without surprises that could lead 

to schedule or budget challenges.  

3.0 MOBILIZATION PRE-PLANNING  

Immediately following receipt of direction from DCSD, the DAT and PMT start up team, 

with the assistance of the Program Director or Deputy Program Director and PMT PM, will 

meet with the District to plan the mobilization process and to finalize the team’s 

organizational structure.  Together with the District, the PMT PM will formulate the 

mobilization goals and objectives, identify ongoing tasks that require special attention.  It 

is recommended that this step be completed within one week of start-up direction.     

4.0 FAST START EVALUATION  

On large projects, key PMT and District personnel will form an Evaluation Team to quickly 

perform an in-depth review of the District’s existing policies and procedures, and to 

evaluate ongoing work to identify specific needs, issues, or problems that require early 
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resolution concurrent with project planning and initiation.  This Team will:  

• Review each element of the project’s Start-up Package, including planned 

procurement requirements, necessary contracts, and anticipated regulatory 

requirements. 

• Confirm the project organization and communication protocols 

• Finalize the preliminary roles and responsibility matrix 

• Determine specific critical path items that require immediate attention 

• Develop the Project Master Schedule outline 

• Define additional resources/ needs 
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This section discusses processes and procedures associated with the design phase of the 

project and the A/E, engineer, and other professional services consultants.  This section 

is broken down into subsections as follows: 

 6-DES-0010: Design Contracts 

 6-DES-0020: Design Phase Procurement 

 6-DES-0030: Design Schedule 

 6-DES-0040: Design Deliverables 

 6-DES-0050: Design Reviews 

 6-DES-0060: Design Estimates 

 6-DES-0070: Redesign If Over Budget 

 6-DES-0080: Design Document Submittals 

 6-DES-0090: FF&E Coordination 

 6-DES-0100: Technology Coordination 

 6-DES-0110: Cost Change Management 

 6-DES-0120: Payment Process 

 6-DES-0130: DCSD Design Guidelines/ Design Program ES, MS, HS 

6-DES-0010: Design Contracts 
DeKalb County School DCSD has four (4) standard DCSD contracts for A/E services.  

These are: 

• Standard Form of Contract for Architectural Services (Non-State Capital Outlay 

Projects) Between the DeKalb County Board of Education and the A/E SCL <$2M 

• Standard Form of Contract for Architectural Services (Non-State Capital Outlay 

Projects) Between the DeKalb County Board of Education and the A/E SCL >$2M 

• Standard Form of Contract for Architectural Services (State Capital Outlay 

Projects) Between the DeKalb County Board of Education and the A/E SCL <$2M 
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• Standard Form of Contract for Architectural Services (State Capital Outlay 

Projects) Between the DeKalb County Board of Education and the A/E SCL >$2M 

 

There are only minor differences between the contracts, but if the District plans on 

requesting reimbursement from the state under this Program, then the State Outlay form 

of contract must be used. 

It is anticipated that those firms submitting proposals for providing design services to DCSD 

will do so without requesting changes to the Terms and Conditions of the District’s standard 

contract. 

1.0 TYPICAL CONTRACT 

• All typical design contracts can be found on the District’s “J” drive 

• Typical exhibits to the Non-State Outlay Contract include the following: 

o Exhibit “A” – List of Proposal Documents for the Project 

o Exhibit “B” – Other Insurance 

o Exhibit “C” – Asbestos Exclusion Certification Form 

NOTE: No other exhibits are identified in the contract. 

• Typical exhibits to the State Outlay Contract include the following: 

o Exhibit “A” – List of Proposal Documents for the Project 

o Exhibit “B” – Mandatory Addendum to the Owner/ A/E Agreement for 

Projects Funded In Whole or In Part with State Capital Outlay Funds 

o Exhibit “C” – Other Insurance 

o Exhibit “D” – Asbestos Exclusion Certification Form 

NOTE: No other exhibits are identified in the contract. 

 

2.0 FEES FOR DESIGN SERVICES 

• DCSD has updated the criteria for design fees for typical school facility projects: 

all-inclusive fees for typical Architectural or Engineering services.  The criteria are 

as follows: 

New Construction and Major Additions: 
 

Projects over $20M: 6.0% without FFE and 6.15% with FFE included in the 
AE fee. That will be an add of $30,000 on a $20M project. 
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Projects up to $20M: 6.25% without FFE and 6.45% with FFE included in the 
AE fee. That will be an add of $20,000 on a $10M project, for example. 
 
Renovations and Small Additions: 
 

Projects over $20M: 7.0% without FFE and 7.15% with FFE included in the 
AE fee. That will be an add of $30,000 on a $20M project. 
 
Projects up to $20M: 7.5% without FFE and 7.70% with FFE included in the 
AE fee. That will be an add of $20,000 on a $10M project. 

 

When using the criteria above, fees will not be adjusted higher or lower unless the 

final builder’s contract is greater or less, respectively, than the “Stated Cost 

Limitation.” 

• For projects of unique size or requirements, the District reserves the right to 

negotiate an appropriate fee structure.  In addition, the District reserves the right 

to consider a fee increase due to a “material” increase in project scope requested 

by the District for a particular project. 

• DCSD will typically list the value of the fee expected, but each A/E has the 

opportunity to adjust that value during the proposal process.  Note: fee will not be 

a consideration for award of a contract to an A/E firm. 

• Reimbursable expenses are typically included in the fee.  This would include all 

office support, reproduction, phone/fax/internet services, etc. 

• Subconsultant fees for specialty work are generally included in the A/E fee for 

project elements including, but not limited to the following: Kitchen, Security, 

Landscape, FF&E, Controls, Lighting, and Sound.  Separate solicitations and 

contracts are generally issued for other specialty work such as Geotechnical 

Survey/ Soil Borings, Land Survey, Risk Assessment, Traffic Studies, and 

Hazardous Materials. 

 

3.0 RESPONSIBILITIES 

NOTE: This section does not change the Terms and Conditions or Articles of any 

contract. 

• The A/E represents the District per the Terms of the A/E contract and provides 

construction administration (CA) services during construction. 

• All correspondence from the contractor should be addressed to the A/E, copied to 

the PMT PM, and copied to the District as appropriate. 

• Regarding official “Notices,” the Owner, DCSD, must be notified in addition to the 

A/E. 
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• The A/E has responsibility for the first and official response to the contractor’s

question, issues, concerns, etc.

• The A/E will consult with the PMT PM and the District on major issues.

• The A/E is responsible for certifying contractors’ pay applications.

• The A/E is responsible for reviewing and determining merit and reasonableness of

contractors’ change order requests.

• The PMT PM is tasked with reviewing the same information as the A/E and the

A/E’s recommendations and making recommendations to the Owner.

• The District has the actual approval authority at various levels of dollar value or

administrative significance.  See Authority Matrix in Section 3, 3-PCP-0020.

• NOTE: this is a summary of the responsibilities of the various Team

members, but in no way does this section of the PPM change the Terms and 

Conditions of any contract.

6-DES-0020: Design Phase Procurement
Design Phase Procurement is discussed in detail in Chapter 4.  The District maintains a 

list of firms to provide design services for projects with a Stated Cost Limitation (SCL) less 

than $2,000,000.

Specialty work for design procurements is generally the A/E’s responsibility to provide or 

subcontract for project elements including, but not limited to the following: Kitchen, 

Security, Landscape, FF&E, Controls, Lighting, and Sound.  Separate solicitations and 

contracts are generally issued for other specialty work, such as Geotechnical Survey/ Soil 

Borings, Land Survey, Risk Assessment, Traffic Studies, and Hazardous Materials.

The current list of A/Es for projects with an SCL less than $2,000,000 is as follows:

• BRPH Architects/Engineers, Inc. 

• CDH Partners

• Corgan Associates

• Croft and Associates

• GSB A/Es

• Moody Nolan

• Southern A&E, LLC

• Stanley-Love Stanley PC

• Sy Richards A/E’s, Inc.

• 2WR of Georgia
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6-DES-0030: Design Phase Schedule 
The purpose of this section is to define the Preconstruction Phase/ Design Phase 

Schedule.  

• The PMT has developed a Program Master Schedule for the Program, which 

includes a summary schedule for each identified project.   

• The Program Master Schedule has a work breakdown structure (WBS) for all 

phases of each project. This WBS includes planning, design procurement, design, 

construction procurement, construction, and closeout for all projects, and provides 

the key milestones to be applied to Project-level Schedules. 

• The Project-level Design Schedule is included in the design request for proposals 

and is an integral part of the design contract.  The A/E can add to the schedule, 

but the durations and milestones presented in the schedule must be adhered to by 

the A/E, including detailed design – Schematic Design (SD), Design Development 

(DD), 30% Construction Documents (CD), 80% CD, and 100% CD; design 

estimates, design/peer reviews, GaDOE submittals, construction procurement, and 

construction for projects with a Stated Cost Limitation (SCL) over $2 million.  For 

projects with an SCL under $2 million, the required design documents are reduced 

to SD, 50% CD, and 100% CD. 

• The A/E is expected to review the design schedule during the procurement process 

and identify any issues that become apparent. 

• The Design Schedule shall include the following: 

o Detailed activities related to preconstruction 

o Detailed activities related to design procurement 

o Detailed activities related to the design process, including: 

▪ Submittal Phases – milestones and durations 

▪ Estimate Submittal – milestones and durations 

▪ Review periods 

▪ GaDOE submittal milestones 

▪ Fire Marshal/ Authorities Having Jurisdiction (AHJ’s) submittals 

o Established Start Date for construction 

o Established Substantial Completion Date for construction 

o Established Final Completion Date for construction  

o General timeframe for FF&E 

o General timeframe for Technology 

o General timeframe for Remediation (as appropriate) 

o General timeframe for Demolition (as appropriate) 
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o General timeframe for Swing Space (as appropriate) 

• The A/E will develop the schedule further to comply with the terms of its contract, 

but will maintain the individual milestones set by the PMT PM. 

• The A/E must immediately notify the PMT PM in writing of any delay to 

completion dates as identified within the Design Schedule, including 

identification of the party responsible for the delay. 

• Once the builder’s contract is awarded, the contractor will fully develop a detailed 

construction phase schedule which complies with the milestone dates outlined 

in the Program Master Schedule. 

• The PMT PM will also review/ monitor the contractor’s schedule and confirm that 

the A/E is performing its contractual responsibilities. 

• The A/E will monitor the contractor’s Detailed Construction Schedule at OAC 

meetings and when approving the contractor’s application for payment. 

• Schedule updates and schedule reports required from the A/E are identified 

below: 

o Schedule updates –  

▪ With A/E’s invoices 

▪ At each meeting between the Owner and A/E  

o Recovery Schedules 

▪ When deliverable dates are missed 

▪ When redesign efforts are required 

• Schedule updates and schedule reports required from the contractor are identified 

below: 

o Schedule updates with monthly applications for payment 

o Look-ahead schedules at every OAC meeting 

o Impact schedules when change orders impact the schedule’s critical path 

o Recovery Schedules when the contractor’s detailed construction schedule 

indicates a delay in achieving Substantial Completion 
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Figure 1: Typical Major Project Schedule - Page 1 of 2 

NOTE: All schedules are required to show SD, DD, 30% CD, 80% CD, and 

100% CD.  Minor projects will show DD and 100% CD. 
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Figure 1 (Cont’d): Typical Major Project Schedule - Page 2 of 2 



 

 

                                               Page | 141 

                                                 

 

Section 6: Design 

Program Procedures Manual  (PPM)  
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Figure 1: Typical Minor Project Schedule - Page 1 of 2 

NOTE: Minor projects are required to show DD and 100% CD. 
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Figure 3 (Cont’d.): Typical Minor Project Schedule - Page 2 of 2
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6-DES-0040: Design Phase Deliverables 
This section discusses the deliverables for design.  The typical submittals for a major 

project are listed below: 

1. Preliminary consultation, examination, and report.   

2. Schematic Design Documents and Estimate 

3. Design Development Documents and Estimate 

4. Preliminary Interior and Exterior Materials and Finishes 

5. Construction Documents (CD) 

▪ 30% CD Submittal and Estimate 

▪ Final Interior and Exterior Materials and Finishes 

▪ Preliminary Furniture Layout 

▪ 80% CD Submittal and Estimate 

▪ 100% CD Submittal 

▪ Final Furniture Layout  

For smaller or narrow scope projects, the following are typically submitted: 

1. Preliminary consultation, examination, and report.   

2. Schematic Design Document and Estimate 

3. Preliminary Interior and exterior Materials and Finishes 

4. 50% Construction Documents (CD) Submittal nd Estimate 

5. 100% Construction Documents (CD) Submittal and Estimate 

Also, the deliverables for these submittals will adhere to the minimum requirements of 

Appendix “A.” 

6-DES-0050: Design Phase Reviews 
Several types of reviews are needed during the design of a project and preparation of 

100% contract documents.  The number and type of reviews are dependent on a project's 

size and complexity and on the District's requirements.  The goal of these reviews is to 

confirm that the project meets the District's needs and that contract documents are of high 

quality to minimize problems during construction.  
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This procedure identifies and defines different types of reviews that occur in this Program 

and describes the roles of each of the participants.  

The PMT PM is responsible for assisting the District in determining the scope, depth, and 

timing of design phase reviews appropriate for the project, identifying team members to 

perform the reviews, organizing the reviews, and for monitoring the action requirements 

that result from the reviews.   

1.0 DESIGN PHASE SUBMITTAL 

Design phase submittals (or status drawings) should be issued at prescribed intervals 

during the design phase.  The frequency of submittals is determined based on the SCL; 

with more submittals being required once the SCL meets the $2 million threshold  The 

purpose of the review process is to ensure the design is being performed to meet the 

District’s criteria, to ensure the design keeps the project within budget, and to identify 

issues early in the process so they can be resolved prior to the Construction Phase.  The 

actual submittal requirements for each project are to be determined by the PMT PM based 

on the Project’s Scope of Work, but should generally follow the table below:  

 

Project Manager

Prelim 

Report
SD DD

Prelim 

Mat'l/Fin 

Review

30%CD 

or 50% 

CD

Final 

Mat'l/Fin 

Review

Prelim 

Furn 

Layout

80%CD 100%CD

Final 

Furniture 

Layout

New Buildings x x x x x x x x x x

Major Reno/Adds x x x x x x x x x x

Capital Renewal - GaDOE x x x x x x x x

Capital Renewal - Non-GaDOE x x x x x x x x

PM should review every submittal for completeness and scope.

AECOM Design Review Team

Prelim 

Report
SD DD

Prelim 

Mat'l/Fin 

Review

30%CD 

or 50% 

CD

Final 

Mat'l/Fin 

Review

Prelim 

Furn 

Layout

80%CD 100%CD

Final 

Furniture 

Layout

New Buildings x x x x x

Major Reno/Adds x x x x x

Capital Renewal - GaDOE x x x x x

Capital Renewal - Non-GaDOE x x x x x

Design Manager

Prelim 

Report
SD DD

Prelim 

Mat'l/Fin 

Review

30%CD 

or 50% 

CD

Final 

Mat'l/Fin 

Review

Prelim 

Furn 

Layout

80%CD 100%CD

Final 

Furniture 

Layout

New Buildings x x x x x x x x x x

Major Reno/Adds x x x x x x x x x x

Capital Renewal - GaDOE x x x x x

Capital Renewal - Non-GaDOE x x x x x

QA/QC

Prelim 

Report
SD DD

Prelim 

Mat'l/Fin 

Review

30%CD 

or 50% 

CD

Final 

Mat'l/Fin 

Review

Prelim 

Furn 

Layout

80%CD 100%CD

Final 

Furniture 

Layout

New Buildings x x x

Major Reno/Adds x x x

Capital Renewal - GaDOE x x x

Capital Renewal - Non-GaDOE x x x



 

 

                                               Page | 146 

                                                 

 

Section 6: Design 

Program Procedures Manual  (PPM)  

 

Life Safety

Prelim 

Report
SD DD

Prelim 

Mat'l/Fin 

Review

30%CD 

or 50% 

CD

Final 

Mat'l/Fin 

Review

Prelim 

Furn 

Layout

80%CD 100%CD

Final 

Furniture 

Layout

New Buildings x x x

Major Reno/Adds x x x

Capital Renewal - GaDOE x x x

Capital Renewal - Non-GaDOE x x x

Deputy Program Director

Prelim 

Report
SD DD

Prelim 

Mat'l/Fin 

Review

30%CD 

or 50% 

CD

Final 

Mat'l/Fin 

Review

Prelim 

Furn 

Layout

80%CD 100%CD

Final 

Furniture 

Layout

New Buildings x x x x x x

Major Reno/Adds x x x x x x

Capital Renewal - GaDOE x x x x

Capital Renewal - Non-GaDOE x x x x

Facilities Maintenance Manager

Prelim 

Report
SD DD

Prelim 

Mat'l/Fin 

Review

30%CD 

or 50% 

CD

Final 

Mat'l/Fin 

Review

Prelim 

Furn 

Layout

80%CD 100%CD

Final 

Furniture 

Layout

New Buildings x x x x x x

Major Reno/Adds x x x x x x

Capital Renewal - GaDOE x x x x

Capital Renewal - Non-GaDOE x x x x

Director of Design & Constr.

Prelim 

Report
SD DD

Prelim 

Mat'l/Fin 

Review

30%CD 

or 50% 

CD

Final 

Mat'l/Fin 

Review

Prelim 

Furn 

Layout

80%CD 100%CD

Final 

Furniture 

Layout

New Buildings x x x x x x x

Major Reno/Adds x x x x x x x

Capital Renewal - GaDOE x x x x

Capital Renewal - Non-GaDOE x x x x

Director of Facilities Maintenance

Prelim 

Report
SD DD

Prelim 

Mat'l/Fin 

Review

30%CD 

or 50% 

CD

Final 

Mat'l/Fin 

Review

Prelim 

Furn 

Layout

80%CD 100%CD

Final 

Furniture 

Layout

New Buildings x x x x x

Major Reno/Adds x x x x x

Capital Renewal - GaDOE x x

Capital Renewal - Non-GaDOE x x

COO

Prelim 

Report
SD DD

Prelim 

Mat'l/Fin 

Review

30%CD 

or 50% 

CD

Final 

Mat'l/Fin 

Review

Prelim 

Furn 

Layout

80%CD 100%CD

Final 

Furniture 

Layout

New Buildings x x x x

Major Reno/Adds x x x x

Capital Renewal - GaDOE

Capital Renewal - Non-GaDOE

Design Manager should be involved in all design meetings w/ the Architect for New Buildings and Major Renovations.

Director of School Nutrition Services to review all projects that involve new kitchen design and/or equipment selection and 

be included in design meetings w/ the Architect. 
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There are also certain submittals that must be submitted to the GA DOE.  Following is a 

list of required GA DOE submittals correlated to the DCSD submittal requirements. 

 

 

 

There are two versions of Appendix A - Design Review– Minimum Submittal 

Requirements, one that applies to projects with a SCL under $2 million and one that applies 

to projects with a SCL over $2 million. 
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2.0 DESIGN REVIEW PROCESS 

• The A/E receives a contract and Notice to Proceed. 

• The A/E performs its preliminary consultation by meeting with the DCSD, the 

County, the local jurisdiction, etc. to help fully develop the Project Program.   

• The design review process is virtually the same on all phases of the design – 

schematic, design development, 30%, 80%, and 100% construction documents.   

• The A/E uploads its drawings and specifications (as appropriate) to the Proliance 

system one file (or multiple files depending on size). 

• The PMT PM reviews/ compares the drawings against “Appendix A” to confirm that 

the drawings meet the minimum requirements for that submission.  If not, the 

drawings are returned to the A/E and complete drawings are requested along with 

a recovery schedule..  The PMT PM also reviews the drawings and specifications 

to verify that the project scope is fully identified 

• If the drawings do meet minimum requirements, on major projects, the PMT PM 

notifies/ reminds reviewers that the drawings are ready for review and reminds the 

reviewers of the 10-day review process deadline.  (Typically allow 10 days for 

large projects.)  The PMT PM is to provide one full-size hardcopy of the drawings 

and specifications and place them in a location accessible to all reviewers.  The 

PMT PM shall also prepare and distribute the DCSD standard review form ensuring 

that it has the proper project name, number, submittal date, and design phase.  It 

is the PMT PM’s responsibility to notify/remind the reviewers of the review deadline. 

• On large projects, the PMT PM convenes a meeting to discuss all comments and 

to consolidate the comments prior to returning the documents to the A/E. 

• The A/E submits a detailed estimate for review that shows the design is within the 

specified stated cost limitation (SCL). 

• The PMT PM also develops an estimate and reconciles with the A/E’s estimates.  

If the reconciliation exceeds the SCL by more than 5%, then, in accordance with 

the A/E's contract, it’s returned to the A/E for redesign.  (See Section 6-DES-0070: 

Re-design if over Budget.) 

• While the DCSD and the PMT PM are reviewing the documents, the A/E submits 

the Review Package to the Fire Marshal and GaDOE (as appropriate) for review 

and comment. 

• After the 10-day review period, the PM returns the comment forms to the A/E for 

response or incorporation into the next drawing phase. 

• Items that the A/E agrees with will be incorporated into the drawings immediately.  

Any items that the A/E disagrees with will be discussed in a meeting between the 

A/E, DCSD Design Manager, and PMT PM. 
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• This process takes place for each phase of the drawing submittals as identified 

above. 

• Upon submission of the 100% construction documents, the A/E uploads the 

documents into Proliance with each discipline as its own separate file.  This allows 

for easy retrieval on iPads/Tablets in the field.  Each file shall be named such that 

the discipline is part of the file name. 

• The process is specifically designed so that the final estimate is provided at the 

80% CD Phase.  There should be sufficient information included in the 80% CD 

submittal to determine the anticipated final cost of the project. 

• The Architect shall submit 100% CDs to the GaDOE for final approval and to the 

Fire Marshal and City/ County for permitting. 

  

The Continuous Budget 
Controls chart illustrates the 

importance of Value 
Engineering.  The red line 
represents cost associated 

with project changes.  Early 
on, changes can be made 

with little or no impact.  As 
the project progresses 

through the construction 
phase, the cost to make 

changes rises sharply.  
Inversely, the green line 
represents potential cost 

savings.  Through each phase 
of design, the potential for 

cost savings decrease as 
changes are made.  
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3.0 VALUE ENGINEERING   

• A Value Engineering (VE) review provides alternative methods of design and 

construction to reduce cost and/or improve cost-effectiveness while maintaining 

functional and aesthetic goals.  

• The A/E and PM will perform value engineering exercises during their design 

review sessions.  VE is best performed during the schematic design and design 

development phases.  

• Options resulting from Value Engineering reviews will be presented to the DCSD 

Design Manager and Director of Design & Construction for consideration for 

inclusion in the project design.  

 

4.0 GENERAL AND SUPPLEMENTAL CONDITIONS REVIEW  

• The purpose of this review is to verify clear division of responsibilities of the District, 

A/E, and the builder, and to verify that the District’s documents are current and 

tailored to fit the project approach.  The PMT PM will review these documents and 

recommend any needed modifications to DCSD.  

 

5.0 LIABILITY FOR DESIGN  

• The PMT performs design reviews, but does not perform document coordination 

reviews, for which the A/E is responsible.  The PMT manages the review process 

and coordinates with the DCSD Design Manager. 

• In no instance will the Design Review Committee or DCSD review relieve the A/E 

from its responsibility or liability for the design and complete coordination of the 

project design documents. 
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6-DES-0060: Design Phase Estimates 
During the Design Phase of the project, project estimates are critical.  Estimates are 

performed at each phase of the design (which varies from project to project).  Generally, 

a detailed estimate is required at the end of schematic design, design development, 30% 

CDs, and 80% CDs on major projects and at    on minor projects.   On major projects 

the A/E and PMT PM will produce estimates, which will be reconciled by the PMT Estimator 

or PM to determine if the project, as it’s being designed, is within the pre-determined 

budget.  Estimates are described below: 

Estimate at the Completion of the Schematic Design Phase – This is usually based on 

somewhat more detailed documents than a conceptual estimate.  It may combine the 

parameter techniques used in the conceptual estimate, such as “square foot pricing,” with 

detailed quantity take-offs and pricing, where the level of design permits.  

Estimate at the Completion of Design Development – This estimate is made at the 

completion of the design development phase.  Its purpose is to confirm that the design 

effort is proceeding within budget.  Problem areas with respect to cost are identified for 

review, and design options are investigated.  Design is usually sufficiently complete to 

allow detailed quantity take-off and pricing of the majority of the estimate.  

Estimate at the Completion of 30%, 50%, and 80% Construction Document (CD) 
Phases – The PM uses working drawings and specifications that are at the 30%, 50%, 
and 80% CD levels to establish detailed construction estimates.  Quantity take-offs and 
pricing are performed for nearly every item of the estimate in significantly greater detail 
than for the design development estimate.  These final estimates confirm that the project 
design will be bid within budget or provide justification for redesign efforts or for cost-
reducing design revisions prior to bid.  It also is the basis for the computerized cost 
control model used to monitor project status throughout construction.  

Special Estimates – The CIP Team is sometimes asked to estimate the cost of alternative 

design options, and participate in value engineering activities, all requiring the involvement 

of the estimating group. 

6-DES-0061: Estimating Protocol 
1. All Fund 423, 200 & 351-366 projects will get full detailed estimates performed 

by the PMT at SD, DD, 30%CDs, 50% CDs, and 80%CDs.  These estimates will 

have to be reconciled by the AECOM Estimating Team and a recommendation 

made to the District. 

2. All other fund 423 projects will have check estimates performed.  This means 

that the A/Es drawings and estimates will be posted on Proliance, and the 

AECOM Estimating Team will review the estimate to unearth any anomalies and 

provide recommendations to the PMT PM.  A full detailed estimates from scratch 
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will not be generated.   

3. If the estimate is over budget, the A/E is responsible for performing the VE and/or 

redesign to bring the project within budget.  AECOM estimators may offer some 

value engineering suggestions to help toward reducing the construction cost 

estimate, but the A/E is ultimately responsible for completing the design within 

the funds budgeted. The PMT PM and AECOM estimator will be responsible for 

reviewing the VE recommended by the A/E and providing recommendations to 

the District. 

4. The PMT PM can also send major change order request estimates to the 

AECOM Estimating Team for review, but minor COR’s should be reviewed by 

the PMT PM. 

5. All change order requests must be accompanied by an estimate from the 

contractor, checked by the A/E with recommendations in writing to approve or to 

reject the COR.  The PMT PM reviews that information and provides a 

recommendation as well.   

6-DES-0063: Estimating Standards 
Estimate standards are described below:  



 

                                               Page | 153 

                                                 

 

Program Procedures Manual  (PPM)  

Section 6: Design 
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6-DES-0070: Process for Redesign if Over 

Budget 
Once the project space program and scope of work have been established and agreed 

upon by the District, the A/E, and PMT Project Manager, the design will begin. 
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• With each design deliverable, the A/E provides a detailed cost estimate to show, 

amongst other things, that the design being submitted is within the stated cost 

limitation (budget) as provided within the A/E’s contract. 

• The PMT will also provide estimates to compare with the A/E’s estimate and to 

reconcile the two prior to proceeding with the next design phase. 

• If the reconciled estimates exceed the stated cost limitation (SCL) by more than 

5%, then the A/E must revise the drawings to bring the project back within budget.  

This redesign is at the A/E’s expense. 

• The A/E will also have to submit to the District a recovery schedule to keep the 

design on the original schedule if the redesign work might delay the project. 

• The District, at its discretion, can accept the design that is over budget and have 

the A/E continue with the design based on the new program/ scope of work.  There 

will be no additional compensation or schedule extension to the A/E for the design 

and budget. 

• At the discretion of the District, redesign is required when any design submittal 

exceeds the current stated cost limitation by more than 5%. 

6-DES-0080: Design Document Submittals 
DCSD uses Trimble’s “Proliance” software system as the project controls information 

system for the Program.  Each A/E and contractor will receive one license provided by 

DCSD, or more, depending on the size of the project. 

For projects with a construction contract value greater than $1 million, all parties associated 

with the project will use Proliance to administer the project.  For projects with a 

construction contract value less than $1 million, the A/E will be responsible for the 

contractor’s Proliance  uploads.  Hard copies will not be accepted as the official 

submittal, although they are required for submittal review. 

• All responses will be submitted using Proliance.   

• All meeting minutes will be developed in Proliance and distributed internally using 

the system.   

• RFIs will be developed in Proliance by the contractor and all responses will be 

administered within Proliance.   

• Submittals will be developed in Proliance by the contractor and all responses will 

be administered within Proliance.   

• Samples will be submitted outside of Proliance, but transmittals for the samples will 

be provided and issued within Proliance. 
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• A/E’s invoices will be submitted to the District within Proliance, either by direct input 

or by attaching a pdf. 

• The Contractor’s invoices will be submitted to the A/E within Proliance, either by 

direct input or by attaching a pdf. 

• All other correspondence will be produced in Proliance (if possible).  For situations 

where no template exists, the document will be submitted in Proliance as an 

attachment. 

• Drawings and Specifications 

o The Preliminary Consultation and Examination Report (Preliminary Report) 

will be submitted to the District in Proliance.  Hard copies will not be 

considered a formal submittal. 

o Schematic Design Documents and Design Development Documents – 

These documents will be submitted through Proliance by the A/E as a group 

attachment.  Documents submitted to outside entities (City, County, 

GaDOE) will be submitted in hard copy, but responses from these entities 

must be scanned into Proliance by the A/E. 

• Construction Documents (CDs) 

o 30% CDs – These documents will be submitted through Proliance by the 

A/E as a group attachment.  Documents submitted to outside entities (City, 

County, GaDOE) will be submitted in hard copy, but responses from these 

entities must be scanned into Proliance by the A/E. 

o 80% CDs – These documents will be submitted through Proliance by the 

A/E as a group attachment.  Documents submitted to outside entities (City, 

County, GaDOE) will be submitted in hard copy, but responses from these 

entities must be scanned into Proliance by the A/E. 

o 100% CDs – These documents will be submitted to the Owner in Proliance 

by the A/E.  Unlike previous submittals, these will be posted in Proliance 

with each page as its own file so that individual drawings can be individually 

downloaded to Tablets in the field for reference during inspections.  The 

file names must include the appropriate sheet number.  Specifications will 

be posted on a CSI division basis. 

 

6-DES-0090: FF&E Strategy 
FF&E design, and delivery and installation coordination may be included in the Architect’s 

scope of work.  However, FF&E will be purchased by the DCSD.  “FF&E” will basically 

consist of furniture for all offices, classrooms, and miscellaneous spaces and any “specialty 

equipment” requested by the school.  Items such as electronic equipment (computers, 
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printers, fax machines, etc.), specialty CTAE equipment (shop equipment, CNC/robotic 

equipment, hospital beds, etc.) and miscellaneous science lab, art room and kitchen small 

appliances/equipment and supplies are not included as “FF&E”. 

• The PMT PM will help coordinate these efforts with the DCSD Design Manager and 

the Architect. 

• The Architect will design the furniture package in coordination with the DCSD 

Design Manager and based on the DCSD FF&E Standards. 

• The PMT PM will coordinate with the architect and the DSCD Design Manager 

regarding the dynamics of the project and the timing of FF&E delivery. 

• The PM will coordinate with DCSD purchasing for furniture procurement. 

• FF&E will have several line items on each project-level schedule to show ordering, 

delivery, and installation of the FF&E. 

6-DES-0100: Technology Coordination 
On the DCSD 2017-2022 CIP, technology is planned, designed, procured, delivered, and 

installed directly by or through the District.  Generally speaking, the exception is rough-in 

of conduits from the MDF and/or IDF to above the ceilings. 

• The PMT PM will help coordinate these efforts with the Contractors and A/E. 

• DCSD has IT standards that the A/E will use in their design. 

• The Technology Project Manager will attend Owner/A/E/Contractor (OAC) 

meetings in order to understand the dynamics of the project and the timing of IT 

equipment delivery and contractors to the project sites. 

• IT will have several line items on each project schedule to show ordering, delivery, 

and installation of the equipment, cabling, security, and IT infrastructure. 

• Within the project budget, IT controls the following line items: 

o 73.00.00 – Technology 

o 71.05.00 – Infrastructure 

o 71.05.00 – Security 

6-DES-0110: DCSD Design Guidelines/ Design 

Program - ES, MS, HS 
The CIP Team will utilize the DCSD Design Guidelines for Facility Construction – Version 

2018.04.04 and DCSD Educational Specifications for ES, MS & HS – Versions 3/30/18 & 
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5/25/18.  These design guidelines will be referenced for all CIP projects and used as the 

standard for current and future designs throughout the CIP.   

The CIP Team acknowledges that these design guidelines may be updated in the future 

and any updated or future iterations will take precedence over the aforementioned design 

guidelines and become the current version utilized on this CIP. 

These Guidelines can be found on the District website at: 

https://www.dekalbschoolsga.org/e-splost/standards-guidelines/ 

These Guidelines can be found on the Operations Division Server at: 

Plant-Share (H Drive) - Documents\SPLOST V Ed Specs and Design Guidelines 

6-DES-0120: Pre-Construction Activities 
Pre-construction activities provide insight into what activities take place after design and 

before construction.   

6-DES-0140: Updates to the Five-Year Local 

Facility Plan 
When the scope of a construction project calls for one of the following, a review of the five-

year local facility plan is required. 

1. Increase or decrease of square footage of one the core areas (kitchen, cafeteria, 

media center, or gymnasium)  

2. Increase or decrease of square footage of any instructional unit  

3. Addition or removal of any of the core areas or instructional units  

If any of the criteria above is triggered, the PMT PM shall review the curriculum and space 

needs page for that facility within the most current Five-Year Local Facility Plan and ensure 

that the changes in square footage and instructional units are consistent with those found 

in the five-year local facility plan.  This review shall take place as early as possible in the 

development of the scope of the project but must occur before the schematic design 

submittal to the GaDOE.  If a change is required to the curriculum and space needs page 

in the five-year local facility plan, such change shall be immediately sent to the GaDOE 

Facility Consultant for their review and process of the curriculum and space needs sheet.  

It is vitally important that the curriculum and space needs sheet is updated to reflect the 

scope of the design prior to any submittal of design documents to the GaDOE Staff. The 

process of submitting the request of change to the curriculum facility sheet is conducted 

via the DCSD Design Manager. 

https://www.dekalbschoolsga.org/e-splost/standards-guidelines/
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Section 7 discusses Construction Phase processes and includes: 

 7-CON-0030: Construction Phase Cost / Budget / Invoicing Control  

7-CON-0050: Project Schedule Control 

7-CON-0060: Project Document Control 

7-CON-0070: Submittals / Shop Drawings 

7-CON-0080: Request For Information (RFI) 

7-CON-0090: Quality Control 

7-CON-0100: Daily Inspections & Reports 

7-CON-0110: Field and Laboratory Testing 

7-CON-0130: Notices of Non-Compliance to the Contractor 

7-CON-0131: Notices of Non-Compliance to the DCSD Chief Operation Officer  

7-CON-0140: Project Progress Photographs 

7-CON-0160: Project Closeout 

7-CON-0010: Construction Phase Procurement 
Construction Procurement covers activities that start with the development of the Request 

for Bid/Proposals through execution of the construction contract (or its delivery method 

equivalent for CMaR or Design/Build). 

1.0 TYPICAL CONSTRUCTION CONTRACTS 

• DeKalb County School District has six (6) standard contracts that can be used for 

construction services.  These are: 

o Standard Form of Fixed Price Construction Contract Between DeKalb 

County Board of Education and Contractor for Projects of Narrow Scope 

(over $50,000) (Rev. 11.2015) 

o Standard Form of Fixed Price Construction Contract Between the DeKalb 

County Board of Education and Contractor for Projects of Narrow Scope 

(less than $50,000) (Rev. 11.2015) 

o Standard Form of Fixed Price Design and Construction Services Between 

the DeKalb County Board of Education and the Design/Builder (Non-State 

Capital Outlay Projects (Rev. 5.2020) 

7 
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o Standard Form of Fixed Price Design and Construction Services Between 

the DeKalb County Board of Education and the Design/Builder (State 

Capital Outlay Projects (Rev. 5.2020) 

o Standard Form of Contract for Construction Management at Risk Services 

(CMaR) including Construction for a Guaranteed Maximum Price Between 

DC BOE and the Construction Manager (Rev. 7.2016) 

• The DCSD Procurement Team, with input from the PMT PM, will determine which 

delivery method best fits the particular project. 

• The typical “Standard Form of Contract for Construction Services” can be found 

on the DCSD Server “J” drive.  

• Typical exhibits that are included with these contracts are: 

o Fixed Price GC Contract 

▪ Exhibit “A” – Required Insurance 

▪ Exhibit “B” – Liquidated Damages 

▪ Exhibit “C” – Contractor Affidavit  

▪ Exhibit “D” – Subcontractor Affidavit 

▪ Exhibit “E” – List of Plans and Specifications for the Project 

▪ Exhibit “F” – Minimum Requirement for the Contractor’s Schedule of 

Construction 

▪ Other Contract Documents: Subcontractor’s Affidavit of Non-collusion 

o Fixed Price GC Contract Narrow Scope > $50,000 

▪ Exhibit “A” – Required Insurance 

▪ Exhibit “A-1” – Endorsement to Builder’s Risk 

▪ Exhibit “B” – Liquidated Damages 

▪ Exhibit “C” - Immigration and Security Form 

▪ Other Contract Documents: Contractor Affidavit and Subcontractor 

Affidavit 

o Fixed Price GC Contract Narrow Scope < $50,000 

▪ Exhibit “A” – Required Insurance 

▪ Exhibit “A-1” – Endorsement to Builder’s Risk 

▪ Exhibit “B” – Liquidated Damages 

▪ Exhibit “C” - Immigration and Security Form 
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▪ Other Contract Documents: Contractor Affidavit and Subcontractor 

Affidavit 

o Design/Build (Non-State Capital Outlay) Contract 

▪ Exhibit “A” – Sample Itemization of Tasks for Design Schedule  

▪ Exhibit “B” – Liquidated Damages 

▪ Exhibit “C” – Minimum Requirements for Design/Builder’s Schedule 

of Construction 

▪ Exhibit “D” – Partial Waiver and Release of Claim Rights 

▪ Exhibit “E” – Form of Consent of Surety to Reduction in or Partial 

Release of Retainage 

▪ Exhibit “F” – Form of Design/Builder’s Affidavit of Payment of Debts 

and Claims 

▪ Exhibit “G” – Final Waiver and Release of Claim Rights 

▪ Exhibit “H” – Form of Design/Builder’s Affidavit of Release of Claims 

▪ Exhibit “I” – Form of Consent of Surety to Final Payment 

▪ Exhibit “J” – Required Insurance 

▪ Exhibit “J-1” – Endorsement to Builder’s Risk 

▪ Exhibit “K” – Additional Requirements 

▪ Exhibit “K-1” – Asbestos Exclusion Certification Form 

▪ Exhibit “L” – Immigration and Security Form 

o Design/Build (State Capital Outlay) Contract 

▪ Exhibit “A” – Sample Itemization of Tasks for Design Schedule  

▪ Exhibit “B” – Liquidated Damages 

▪ Exhibit “C” – Minimum Requirements for Design/Builder’s Schedule 

of Construction 

▪ Exhibit “D” – Partial Waiver and Release of Claim Rights 

▪ Exhibit “E” – Form of Consent of Surety to Reduction in or Partial 

Release of Retainage 

▪ Exhibit “F” – Form of Design/Builder’s Affidavit of Payment of Debts 

and Claims 

▪ Exhibit “G” – Final Waiver and Release of Claim Rights 

▪ Exhibit “H” – Form of Design/Builder’s Affidavit of Release of Claims 

▪ Exhibit “I” – Form of Consent of Surety to Final Payment 
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▪ Exhibit “J” – Required Insurance 

▪ Exhibit “J-1” – Endorsement to Builder’s Risk 

▪ Exhibit “K” – Additional Requirements 

▪ Exhibit “K-1” – Asbestos Exclusion Certification Form 

▪ Exhibit “L” – Immigration and Security Form 

o Construction Manager at Risk (CMaR) 

▪ Exhibit “A” – General Terms and Conditions 

▪ Exhibit “B” – Supplemental Terms and Conditions 

▪ Exhibit “C” – Form of Payment Bond 

▪ Exhibit “D” – Form of Performance Bond 

▪ Exhibit “E” – Endorsement to Builder’s Risk 

▪ Exhibit “F” – Liquidated Damages 

▪ Exhibit “G” – Contractor Affidavit and Subcontractor Affidavit 

▪ Exhibit “H” – Release and Affidavit 

▪ Exhibit “I” – Construction Contractor Application for Payment 

▪ Exhibit J” – Change Order 

▪ Exhibit “J1” – Project Closeout Checklist 

▪ Exhibit “K” – Master Project Schedule Milestones 

▪ Exhibit “L” – Construction Contractor’s Staffing Schedule 

▪ Exhibit “L1” – Pre-construction Phase Services Reimbursable      

Expense Proposal 

▪ Exhibit “M” – GMP Amendment Agreement between Owner and 

Construction Contractor 

▪ Exhibit “N” – Certificate of Insurance Form  

▪ Exhibit “O” – School Calendars 

 

• Other typical contract documents: Generally, the following documents are included 

in each of the construction contracts listed above: 

o Payment Bond 

o Performance Bond 

o Bid Bond 
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o Conflict of Interest Form 

o Subcontractor Listing 

o Special Conditions 

o Bid Forms 

o Division 01 – Specifications 

2.0 CONSTRUCTION PROCUREMENT 

• Construction Procurement is discussed in detail in Section 4 of this manual.  As 

identified by the contracts described above, the following are ways the District can 

procure construction services: 

o Fixed Price Construction (General Contractor) 

o Fixed Price Construction (General Contractor) Narrow Scope  

o Construction Manager at Risk 

o Design-Build 

7-CON-0030: Construction Phase Budget / Cost 

/ Invoicing Control 

1.0 COST CONTROL 

Project cost control serves to provide the District and AECOM management with up-to-

date cost information for the Program at both the Program level and the detailed project 

level.   

The PMT is responsible for establishing and maintaining a cost control reporting system 

designed to accurately project and track costs for the Program and the projects.  Ongoing 

maintenance of the system is the responsibility of the Deputy Program Director through 

the Program Controls Manager.  

1.1 Project Cost Control 

Project cost control reports are an important management tool.  Consistent reporting gives 

management the advantage of identifying trends, thus removing the "element of surprise" 

and, in turn, allowing for timely review and action.  Project Cost Control Reports are 

prepared in order to:  

• Provide current cost information for decision-making by management 

• Track changes from the original and current approved budget 

• Provide a snapshot showing obligations versus actual revenue received 
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1.2 Project Budget 

Project budget-related information recorded and tracked includes budgets, commitments, 

forecasts, and invoice / payments.  Each of these categories will be broken down into cost 

codes.   

• Project budgets were developed by DCSD prior to the start of the Program and 

were assigned to the PMT. 

• The PMT took the project budgets and developed a budget control system. 

• All minor projects have five (5) cost codes to track the budgets.  These are: 

o SP5NEWFAC.xxx35.PRECONST  .  Pre-construction services 

o SP5NEWFAC.xxxx35.ARCHITECT .  A/E Services 

o SP5NEWFAC.xxx35.GENCONTR  .  General Contractor 

o SP5NEWFAC.xxx35.CONSTRSVC .  Construction Services  

o SP5NEWFAC.xxx35.PRGCONTIN .  Project Contingency 

 

• All major projects have seven (7) cost codes, those stated in the previous list  

along with the following two (2) cost codes: 

o SP5NEWFAC.xxx35.FFE    Furniture, Fixtures & Equip. 

o SP5NEWFAC.xxx35.TECHNOLOGY.  Technology 

 

• Project scopes of work are developed to stay within the stated budget. 

• The PMT Project Manager in concert with the PMT Program Director and DCSD 

Director of Design & Construction reviews the budget with the “need” identified in 

the Facility Condition Assessment report and develops a production budget. 

• The production budget is what the PMT PM will use to develop the A/E’s budget 

and the project’s stated cost limitation (SCL) 

• Budgets within a cost code can be moved from category to category by the PMT. 

• Budget changes from cost code to cost code must be accomplished through a 

Budget Reallocation Form approved by the DCSD Director of Design & 

Construction and the DCSD Program Accountant. 

• Funds that need to be moved from project to project must be moved through the 

Program Contingency project, which requires a Budget Reallocation Form with 

approvals up to and including the DCSD BOE. 
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1.3 Budget Reallocations 

• The Project Manager develops and submits the budget reallocation form, through 

Proliance, to the Document Control Specialist for review. 

• Once reviewed by the Program Controls Manager and approved in Proliance, the 

system will workflow the item to the PMT Program Director. If not approved, 

Proliance will return the budget reallocation to the PMT Project Manager for 

correction. 

• Using Proliance, the PMT Program Director will review and approve the budget 

reallocation. 

• Once reviewed,  the PMT Program Director, through the Proliance workflow, will 

transfer the item to DCSD Accounting. 

• Once DCSD Accounting reviews and verifies that funds are available in Munis, the 

budget reallocation will be submitted, through the Proliance workflow, to the 

Director of Design & Construction for review and approval. 

• Once the Director of Design & Construction approves, Proliance will send the 

budget reallocation back to DCSD Accounting for processing. If the budget 

reallocation funds are to be drawn from program contingency, then it will be printed 

out and scheduled for the next weekly E-SPLOST meeting for signature by the 

Director of Planning & E-SPLOST Programming and the Chief Operating Officer. 

• The signed budget reallocation will be delivered to DCSD Accounting for the 

reallocation of funds within Munis. 

• If the budget reallocation is to be taken from program contingency and is over 

$100,000.00 the reallocation will need to be approved by the BOE. The budget 

reallocation will need to be Agendized for the next Board meeting. After approval 

by the Board, the signed document will be delivered to DCSD Accounting for 

reallocation of funds within Munis. 

• The PMT PM will need to monitor the weekly Munis Budget Status Report (BSR) 

to confirm that the reallocation has been processed. 

1.4 Project Commitments 

• In Proliance, all commitments are posted by the PMT Program Controls Manager. 

• The PMT PM cross-checks the commitments using the Proliance Anticipated Cost 

Report (ACR).  

• The PMT also uses the Proliance Anticipated Cost Report (ACR) to track change 

orders, pending change orders, and uncommitted value (possible project 

exposures).  All of these amounts add up to the project forecast. 
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1.5 Project Forecasting 

• A Project Forecast is developed by the PMT PM and reviewed and approved by 

the PMT Program Director and/or Deputy Program Director and the DCSD Director 

of Design & Construction. 

1.6 Budget / Forecast Variances 

• A budget/forecast variance occurs when a project’s forecast exceeds or is less than 

the production budget. 

• Towards the end of the project, when the PMT PM determines what the final cost 

of the project will be, then the variance is reconciled by either transferring funds 

into the project budget, or earmarking savings to return to Program Contingency. 

1.6 Program Master Budget/Forecast 

• All of the project budgets and forecasts roll up into the Program Master 

Budget/Forecast. 

• The Program Master Budget/Forecast is maintained in Proliance which also tracks 

commitments and expenditures. 

1.7 Revenue/ Obligations Curve 

• At a minimum of every month, the PMT compares the revenues received by the 

District from primarily the SPLOST receipts and GaDOE reimbursements versus 

the obligations that the District has agreed to through executed contracts. 

• The revenue versus obligations dynamic is the primary method of managing 

the costs of the Program.  No more funds than the District has actually 

received can be obligated, and, thereby, the Program cannot be in a negative 

cash flow situation under any circumstances. 

1.9 Software  

To allow for the sorting of data and formulation of cost reports, information is accumulated, 

tracked, and managed through Proliance and P6.  The systems provide the PMT and the 

District with the following information: 

• Original Budget  

• Approved Budget Revisions 

• Current Budgets 

• Original Commitments 

• Approved Revisions (Change Orders) 

• Current Commitments 

• Pending Changes 
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• Uncommitted Value (Exposures) 

• Forecasted Cost of Project 

• Invoiced to Date 

• Invoices Paid to Date 

• Invoices Remaining to be Paid 

• Budget to Forecast Variance 

• Projected Revenue Curve 

• Actual Revenue Received Curve 

• Projected Commitment Curve 

• Actual Commitments Curve 

• Projected Expenditures Curve 

2.0 CHANGE ORDER (CO) MANAGEMENT  

This section establishes guidelines for implementing contract changes that affect the 

contract price or time.  Contract changes can be initiated by the contractor, the A/E, or the 

DCSD Design & Construction Department.  

• The A/E for a project has primary responsibility for the administration of change 

order requests for the Owner.   

• The PMT Project Manager reviews the change order requests and the 

recommendations of the A/E and makes recommendations to DCSD. 

• DCSD is the only entity that has the authority to approve a change order request. 

 

2.1 Contractor-Initiated Change Order Requests (COR) 

Contractors can initiate change order requests through multiple means – RFIs, submittals, 

value engineering, unforeseen conditions, etc.  Changes in the work or schedule are 

processed in accordance with Article 14 of the general contractors’ contract.  (NOTE: 

Articles may differ for D-B and CMaR contracts.) 

Changes in the work and/or the construction schedule (extensions of time) must be 

approved by a formally executed change order per Article 14.1.2 of the standard GC 

contract, or the additional cost or the time extension will not be considered by the District. 

The change order process is as follows, pursuant to Articles 12 and 14 of the GC’s contract:  
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• Within seven (7) calendar days after the event or the first appearance of the 

circumstances which cause the contractor to feel that he has a claim for 

compensation or extension of schedule, the contractor must formally notify the A/E 

and Owner (DCSD COO) with a written “Notice of Claim.”  Exact language is 

identified in Article 12 of the general contractors’ contract.  (This Article may vary 

for the CMaR and D-B contracts.) 

• Once the contractor determines that it has a basis for a claim of increased/ 

decreased compensation or schedule adjustment, the contractor must commence 

with tracking all costs and time expended separately from other records. 

• No later than 10 days after the “Notice of Claim” has been submitted, the contractor 

will submit a formal written claim, which includes at a minimum: 

o Statement of Occurrence 

o Facts giving rise to the claim 

o Date the occurrence was discovered 

o Detailed Schedule of Values identifying costs of the claim 

o Documentation supporting the costs 

o Schedule showing impacts to the critical path (if appropriate) 

o Any other documentation supporting the claim 

o In the case of a change order, the contractor will supply a “Good Faith 

Estimate” of the costs of the change (per Article 14) 

o Additional information as requested by DCSD, the A/E, or the PMT Project 

Manager within 10 days of the written additional request. 

• The contractor, the District, and the PMT will all continue to perform their respective 

duties during the change order and/or claims process.   

• In the case of an extension of time change order, the contractor will also provide to 

the A/E and Owner a “Recovery Schedule” and “Acceleration Estimate” to complete 

work per the original schedule.  The District may or may not accept the Recovery 

Schedule and cost at its discretion. 

• The A/E shall review all contractors’ CORs or proposals within 10 days of receipt 

of the COR, and more expeditiously if necessary to avoid delays to the project.  

After review, the A/E will make recommendations to the Owner.  The A/E’s 

response shall include: 

o Description of the change 

o Identification of the cause of the change 

o Advantages/ disadvantages of accepting / not accepting the change 

o Likely cost of change (A/E is to develop its own check estimate) 
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o Identification of the effects on the construction schedule 

o Identification of the impacts to the project if the change is accepted or not 

accepted 

o Description of reasonable alternatives 

o Recommended course of action 

• The PMT Project Manager shall review the contractors’ COR and, within 10 days 

of receipt and after consultation with the A/E, shall make recommendations to the 

District based on:  

o Description of the change 

o Identification of the cause of the change 

o Advantages/ disadvantages of accepting/ not accepting the change 

o Likely cost of change (A/E is to develop its own check estimate) 

o Identification of the effects on the construction schedule 

o Identification of the impacts to the project if the change is accepted or not 

accepted 

o Description of reasonable alternatives 

o Recommended course of action 

• The District will process decisions on change orders in a timely manner. 

2.2 District / A/E Initiated Change Requests 

• Periodically the District or A/E will initiate a change in the contractor’s scope by 

issuing a formal change request to the contractor with copies to the District and 

PMT Project Manager. 

• The contractor, A/E, PMT Project Manager, and District will follow the same 

process as a contractor-initiated change order. 

• The PM will hold a negotiation session with the contractor to achieve the equitable 

adjustment.  If an impasse is reached in the negotiations, the PMT PM may issue 

a time and material CO, or, if the contract allows, provide that a CO may be issued 

on the basis of the independent estimate, referencing the disputes clause.  

• Upon completion of a successful negotiation, the PM will complete a record of 

negotiations which contains the following:  

o Summary of negotiation that will include an item-by-item comparison of 

labor, materials, equipment, and markup for the CIP Team independent 

estimate, the contractor's proposal, and the final negotiated price.  
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o Explanation of the changes in the CIP Team estimate as compared to the 

final negotiated price.  

o Chronology of the negotiation.  

o Based on the negotiation, a CO will be initiated.  This may be 

accomplished by use of the COR Form with confirming signatures to 

constitute the final CO, or a separate CO form may be necessary.  The 

CO, complete with full documentation, should be signed by the contractor, 

the A/E, and the PMT PM.  The CO will then be sent to the District with the 

PMT PM's recommendation for approval.  The recommendation will 

include a copy of the original RFI, COR, justification, CIP Team estimate, 

contractor's pricing proposal, and record of negotiation.  

• A Change Order log should be maintained which contains the following information:  

o COR, CO, RFI numbers; Description of the change; Processing dates, 

including the date the COR was sent by or to the contractor, the date the 

contractor proposal was received by CIP Team, estimated completion date, 

negotiation completion date, and the date the CO was issued; Pricing 

information including the CIP Team estimate, contractor proposal, and CO 

amount;  

o Responsibility code designating the type of change order [i.e., Field Condition, 

Contractor Initiated, Owner Directive, Regulatory Change], and a brief recap of 

who or what caused the change; 

o Project Budget: current budget, commitments, expenditures, Budget minus 

commitments & Budget minus expenditures; 
 

o Architectural Contracts: amount, date of acceptance & brief description of the 

scope of the change; 
 

o Architectural Amendments: amount, date of acceptance & brief description of 

the scope of the change; 
 

o Contractor Contracts: amount, date of acceptance & brief description of the 

scope of the change; 
 

o Contractor Change Orders: amount, date of acceptance & brief description of 

the scope of work; 
 

o Contractor Change Orders: original substantial completion date and/or contract 

completion date, number of days granted via the change order, revised 

substantial completion date and/or contract completion date. 

 

• Proliance serves as the repository for change order cost and schedule data and 

allows for generation of clear and concise reports that provide the relevant change 

order information described above.  
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2.3 Time and Material Changes  

• There will be situations when Time and Material (T&M) COs are necessary.  These 

usually occur when there is an emergency, an inability to reach a negotiated 

settlement, or when the prospective cost of the changed work cannot be readily 

defined.  

• When a T&M CO is issued, it should be transmitted in the form of a RFI to the 

contractor with a reference to the COR number.  Note:  The RFI will direct the 

contractor to immediately commence with the work.  

• The T&M COR will establish a budgeted not-to-exceed price that can be increased 

with District approval.  In addition, the contractor will be instructed to inform the 

PMT PM when it has reached 80% of the not- to-exceed price.  Note that the 

District should be apprised of the approximate value of the T&M CO in advance, 

so that approval can be received.  

• The RFI will inform the contractor to maintain detailed daily records of all labor, 

material, and equipment used by the contractor specifically for this CO.  The 

contractor must provide the quantities and pricing for all materials, labor, and 

equipment on a daily basis and have it approved by the PMT PM.  The contractor 

should be informed that payment will not be made without the daily approval from 

the PMT PM.  

• Upon completion of a T&M change, the contractor will initiate a COR Form, which 

summarizes the actual cost to date as indicated on the daily records.  

2.4 Time Extensions  

Requests for time extensions follow the same process as change order requests 

and formal change orders.   
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2021 CHANGE ORDER PROCESS - DETAILED ‘FLOWCHART’ *** 

DCSD CHANGE ORDER PROCESS:  2021 - Present 

>> PMT PM drafts change order (CO) 

>> PMT Deputy PD (DPD) reviews CO  

>> PMT PM uploads CO into Proliance 

>> PMT PM workflows CO to PMT Program Controls Manager (PMT PCM) 

>> PMT PCM reviews current vendor contract and corresponding EAC to confirm 

there are no negative variances 

>> PMT PCM workflows to DPD for review 

>> DPD workflows to DCSD Accounting for review 

>> DCSD Accounting workflows to Director of Design & Construction (DD&C) for 

review & approval 

>> PMT PM prints hard copy of CO with backup and transmits via PMT Project 

Administrator (PMT PA) to PMT Program Director (PD) for signature 

>> PD transmits CO via PMT PA to DD&C for signature 

>> DD&C transmits CO to COO for signature 

>> DCSD COO transmits CO to DCSD Contract Specialist (CS) for transmittal to 

Legal Counsel (LC) for final review 

>> LC transmits CO back to DCSD CS after review/ 

>> DCSD CS delivers hard copy to Superintendent’s office for final execution by 

Superintendent and Board Chair (for COs over $100K) 

>> Executed CO is returned to DCSD CS for distribution to PMT PM 

>> PMT PM uploads copy of executed CO to Proliance 

>> PMT PCM workflows uploaded CO to Approved in Proliance and updates vendor 

contract in Proliance to reflect CO 

>> PMT PM forwards copy of executed CO to vendor for their files 
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3.0 OUTSIDE DESIGN PROGRAM CHANGE REQUESTS 

This section establishes guidelines for processing contract (scope) changes that affect the 

contract price or time that are requested by entities outside of the CIP Team (i.e., 

Principals, Teachers, CAC Members and/or Community Stakeholders).  

Generally, once the scope of work is determined, the A/E has completed the design, and 

the contractor has commenced construction, changes in scope are discouraged unless a 

life-safety issue arises. 

• When a request is made that appears to be critical to the success of or intended 

purpose of the facility, the following process is followed: 

o The external (to the PMT) stakeholder formally requests the change in 

scope through the DCSD Director of Design & Construction. 

o The DCSD Director of Design & Construction reviews this request for merit 

and approves or rejects the request, as appropriate. 

o If the DCSD Director of Design & Construction approves the request for 

merit, it will be submitted to the PMT PM for budget consideration. 

o The PMT PM reviews the request and makes a recommendation to go 

forward or not based on available budget. 

o The DCSD Director of Design & Construction then formally decides to 

proceed with the scope change or not. 

o If the change requires a budget reallocation from Program Contingency, 

that change would require approval of the DCSD BOE. 

4.0 Progress Payment Process 

The purpose of this procedure is to furnish a guide for providing equitable compensation 

to the contractor for work completed and/or material purchased or stored, in accordance 

with the applicable contract documents.  

4.1 Approval Process for Contractor 

• The contractor performs the work. 

• The contractor develops a “pencil copy” of the application for payment. 

• The contractor meets with the A/E and PMT PM at the site and all parties review 

the “pencil” copy of the pay application. 

• The contractor and the A/E agree on quantities/costs and the contractor provides 

a final version of the payment application and submits three copies to the 

Architect/Engineer. 
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• The A/E reviews the contractor’s final version against the originally agreed-to 

“pencil copy” version and certifies it. 

• The PMT PM reviews the A/E’s approved version and, if appropriate, approves it 

and forwards to the PMT Project Administrator. 

• The PMT Project Administrator logs the pay application information into the 

dedicated server folders.  Next the application is transferred to the PMT Program 

Director. 

• The PMT Program Director approves the application for payment and returns it to 

the PMT Project Administrator for transmittal to the DCSD Director of Design & 

Construction. 

• Then, the DCSD Director of Design & Construction approves the payment 

application and forwards to the DCSD Accounting Manager. 

• Then, the DCSD Accounting Manager confirms that funds are available in Munis 

and forwards the pay app to the DCSD Chief Operating Officer (COO) for approval. 

• The DCSD COO Chief Operating Officer approves and returns the pay app to the 

DCSD Accounting Manager for entry into the Munis system. 

4.2 Approval Process for A/E 

• The A/E performs the work. 

• The PMT PM reviews the work and agrees with the progress stated and/or 

percentages complete. 

• The process then follows the same steps as those described for the contractor in 

Section 4.1 above. 

4.3 Schedule of Values/Cost Loading  

Prior to submitting the first payment request, the contractor will provide a schedule of 

values outlining the values of each element of the work.  When a cost-loaded CPM 

schedule is required, the schedule of values and the CPM schedule will be provided by the 

contractor.  The CPM schedule values for each activity will roll up into the related schedule 

of values category.  Once the schedule has been accepted, it will be the basis of payment. 

If a contract is a unit price contract, the PMT PM and the contractor will develop quantity 

verification sheets to be completed on a daily basis, if necessary.  At the end of the pay 

period, the contractor and PMT PM agree on the actual quantities installed or 

accomplished.  

4.4 Draft Application  

The contractor shall prepare a draft application (the “pencil copy”) for each pay period 

indicating the percentages of completion and materials for which payment is requested.  

A review will be performed by the A/E and PMT PM to confirm that the dollar amounts 
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being requested are accurate.  For A/E invoices, the PMT PM that confirms that the A/E 

is requesting the appropriate dollar amount.  

 

4.5 Request for Payment  

After agreement on final determination of quantities and their associated value, the 

contractor shall submit a completed request for payment for that pay period, and shall 

perform all extensions and arithmetic, and provide backup documentation, on the 

contractually prescribed forms.  The payment application shall be executed by an 

authorized representative of the contractor's firm.  

Upon receipt of the contractor’s pay application, the A/E will verify that the agreed-upon 

modifications have been made from the draft pay application, will check all calculations 

and arithmetic, will confirm that all contractor provisions pertaining to progress payments 

have been met, and that all necessary substantiating documentation is included, such as 

copies of invoices, inventory records, insurance certifications, etc.  The contractor shall 

submit its request for payment at the end of each pay period on the forms prescribed by 

the contract documents.  These documents include a summary Application for Payment 

(AIA Form G702), Detailed Breakdown Form (AIA Form G703), Affidavit of Payment, and 

Request for Payment for Materials on Hand. 

4.6 Retainage  

The A/E will confirm that proper retainage as prescribed by the contract is deducted from 

the payment application.  Retained percentages will not be relied on to cover costs of 

correction of defects and omissions. 

The PMT PM shall check with the A/E and District prior to processing the contractor's 

requisition to inquire if monies should be withheld for any reason.  With the exception of 

defective work, payment for completed work is not to be refused or delayed to force 

compliance with other provisions of the contract.  

When fifty percent (50%) of the Contract Price, as it may be adjusted, is due and the 

manner of completion of the Work and its progress are reasonably satisfactory to the A/E, 

the District, at its sole discretion, may elect to reduce the percentage retainage withheld, 

or, withhold no more retainage.  If, after discontinuing the retention, the A/E determines 

that the Work is unsatisfactory or has fallen behind schedule, retention shall be resumed 

at the previous level. 

4.7 Material Payment  

Unless otherwise provided for in the specifications, payment will be made for onsite 

material under the following conditions:  

• The material is inventoried and the contractor submits invoices in support of 

amounts claimed. Invoices will be forwarded to the A/E with the application for 
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payment.  Current invoices will be compared each month to those previously filed 

to avoid duplicates.  

• Payment for materials offsite may be made where specifically approved by the PMT 

PM, subject to the following:  

o The material is stored in a secure or bonded storage area and within a 

reasonable distance to the work site.  This location should be approved by 

the PMT PM and A/E in advance of usage by the contractor. 

o The contractor furnishes properly executed bills of sale or paid invoices for 

the material.  Such bills or paid invoices will be forwarded, with payment 

voucher attached, to the official file copy.  

o The contractor submits photographs of the materials. 

o Certificates of insurance are provided.  

o Transfer of title is provided.  

To facilitate inventory of materials onsite, the contractor should submit an itemization of 

previous onsite material, new deliveries, amount placed, and amount remaining.  The A/E 

is responsible for verifying the quantities/amount of materials.  

4.8 Changes  

Payment for approved and executed COs will be made in the same way as for the base 

contract.  Pending or unapproved change orders cannot be paid for and should not be 

included in the contractor’s payment application until the change order is fully executed. 

4.9 Verification  

The A/E shall review the contractor's draft payment application and verify that the listed 

work was performed in accordance with the contract documents.  When such verifications 

have been made, the A/E shall verify that the requested dollar amounts accurately reflect 

the amount of work performed.  If any discrepancies are found, these items shall be 

discussed with the contractor in an attempt to reach an agreement.  If agreement cannot 

be reached, the item in contention shall be referred to the PMT PM for final determination.  

4.10 Approval  

After verification by the A/E that the payment application is in order, the payment 

application will be forwarded to the PM for approval.  

The PMT PM shall review the payment application for general conformance with the 

contract requirements.  The PMT PM may selectively review the work performed in the 

field as a confirmation, when considered appropriate.  Having deemed the payment 

application as satisfactory, the PMT PM shall recommend approval of the payment 

application to the District and forward it for processing as outlined in Section 4.1, above.  
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4.11 Payment Declaration  

A/E shall ensure that the contractor submits with the second payment application, and with 

each one thereafter, a notarized statutory declaration(or, a lien waiver)  indicating that all 

subcontractors and suppliers have been paid for the previous payment requests. 

7-CON-0050: Project Schedule Control 
The purpose of this section is to outline procedures for reviewing and monitoring the 

various schedules the contractor will be required to submit during a project.  It provides a 

general summary of the procedures for the contractor’s Construction Schedule.  

The PMT PM is responsible for managing the scheduling needs of a project.  The Program 

Scheduler is responsible for the implementation and maintenance of the schedules.  

1.0 CONSTRUCTION SCHEDULES 

Construction schedules are essential to confirm that all parties – contractor, 

subcontractors, PM, A/E, and District – meet their obligations in a timely manner, within 

the contract milestones.  In today's litigious society, schedules are vital for demonstrating 

how each party's actions are impacted by another party's actions.  It is, therefore, 

extremely important that the PMT PM properly emphasize to his or her team the necessity 

of following procedures, to confirm that the construction schedules are accurate and 

submitted in a timely fashion, are and reflective of the actual planned sequence of work. 

In referring to these procedures, the user is cautioned to remember that each project is 

different and will have different scheduling requirements; judgment must be exercised in 

the application of these using these procedures.    

7-CON-0051: Detailed Construction Schedules 
The Contract Specifications generally address the requirements for schedule submittal, 

content, review responsibilities, and schedule updates and revisions.  Optional, 

additional, and supplemental clauses or requirements are stipulated in attachments.  

1.0 SCHEDULE SUBMITTAL REQUIREMENTS  

• A pre-scheduling conference should occur the day after the pre-construction 

meeting to discuss scheduling requirements and format, focusing on the 

development of the 60-Day Preliminary CPM Schedule.  The contractor and major 

subcontractor(s) are required to attend this meeting.   

• Contract requirements typically require the contractor to submit a 60-Day CPM 

Schedule 7 days after the Notice to Proceed.  This submission usually provides 

activities with logic relationships; however, cost and resource loading will probably 

lag until the PMT PM, District, and/or A/E have reviewed and approved the planned 
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sequence of work.  The PM has 7 to 14 calendar days to review the 60-Day CPM 

Schedule; the PM holds a meeting immediately thereafter to review any comments 

with the contractor.  

• The contractor is then required to submit the Contractor’s Schedule of Construction 

within 15 days from the Notice to Proceed.  The PMT PM should complete a 

review and provide comments within 14 days then meet with the contractor to 

review the comments.  

• The contract documents emphasize the importance of attaining contractual 

milestone dates and of submitting the Contractor’s Schedule of Construction in a 

timely fashion.  The PMT PM may inform the contractor that a percentage (5%, for 

example) of the progress payment may be withheld if the contractor fails to meet 

the specified milestones.  

2.0 SCHEDULE REQUIREMENTS  

Schedule requirements for the Standard Form of Fixed Price Construction Contract 

Between DeKalb County Board of Education and Contractor are outlined in Exhibit “F” of 

the standard contract. 

• Submittals as outlined in Exhibit “F” shall include Preliminary Schedule of 

Construction, Preliminary Network Diagram, Contractor's Schedule of 

Construction, and CPM Reports. 

• The contractor will be required to define and explain any constraints.  These 

constraints must be reviewed closely to avoid artificial float calculations.  

Generally, only constraints related to weather should be allowed in the Construction  

• The contractor will be required to define and explain any constraints.  These 

constraints must be reviewed closely to avoid artificial float calculations.  

Generally, only constraints related to weather should be allowed in the CPM 

schedule.  

• The schedule should accurately represent the sequence of work, on a 5-workday 

or a 7-calendar-day basis.  Activities should range in duration from 3 to 21 

calendar days.  Non-work periods should be identified in the contractor's planned 

sequence of work.  Projects are typically limited to calendar days.  If the 

contractor "elects" to forego working during the weekends, the Contractor should 

be advised that the Contract requires performance of work under a calendar-day 

duration (weekend work could and may be required).  Holidays should also be 

accounted for in the calendar information.  

• The contractor should include an activity at the end of the schedule for the planned 

adverse weather duration as specified in the Contract Specification.  As inclement 

weather is incurred, the duration will be reduced.  Should the total anticipated days 

not be expended, the project would have the benefit of the additional float.  The 
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contractor will be entitled to a non-compensable time extension for adverse 

weather when the planned inclement weather duration has been exceeded.  

3.0 PM’S REVIEW RESPONSIBILITIES  

The PMT PM’s responsibility for schedule review is both objective and subjective.  The 

PMT PM, along with the Program Scheduler, will first review the schedule to see that it 

meets the requirements outlined in the construction contract documents.  The review 

should include the following checks for schedule validity:  

• The project schedule durations and activity progress are accurate 

• The activities that are delayed are accounted for in the schedule narrative and 

subject to approval  

• The expected completion dates for all activities and milestones on the critical 

path are reviewed  

• Any new activities or changed/additional scope added to the project 

4.0 CHANGE ORDERS  

When the scope of the CO is known and has been approved prior to the performance of 

work, the Current Plan Plus Impacts analysis is a straightforward approach to use for 

determining delay.  This industry-standard approach evaluates the impact of an owner-

caused change by adding the approved CO to the schedule to see how the schedule 

changes and what activities are impacted.  Then, delays can be analyzed because the 

number of days of delay can be seen.  Finally, both parties need to agree on which 

activities are impacted and in what sequence, and to agree that both the impacted activities 

and the CO work are future occurrences, that is, not impacting current work activities. For 

justification of time, the contractor should attach a fragnet (fragmentary network) schedule 

to each CO that impacts the schedule, showing the impact to the current plan.  

• The more typical situation, however, is where current activities are impacted by a 

pending CO, and there is no existing agreement on the actual scope or on how the 

impact should be shown in the schedule.  This situation requires an evaluation of 

the contractor's actual performance during the impact period to determine how the 

contractor reacted to the change, as well as an evaluation of the current schedule 

just prior to the commencement of the CO work.  In order to validate or refute 

impact allegations, the PMT PM should monitor original planned crew sizes and 

productivity for potential increases attributed to CO work.  

A combination of these two evaluations should produce a good measurement of the actual 

impact of the change order. 

Jointly, the PMT PM, the Program Scheduler, and contractor determine at what threshold 

of total float they will become concerned with in order to evaluate CO time extensions.  
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They also need to agree on a definition of "criticality."  Some projects may decide that 

criticality is when there are only 10 days of float left.  It is generally accepted that any 

activity with zero or negative float is critical.  

"Critical" activities are not necessarily "controlling" activities.  Controlling activities, not 

critical activities, drive the critical path.  They can also control the balance of the schedule 

and affect float.  To avoid a contractor's contention that a critical activity has extended the 

contract duration, float must be calculated using an unrestrained completion date.  This 

will confirm that the alleged impact, in fact, extends the expected completion date and is 

not merely an additional "late" activity.  

In situations where the contractor does not agree with the time impact analysis, it is 

advisable to consider granting unilateral time extensions, if warranted, to mitigate future 

constructive acceleration arguments by the contractor.  A current, accurate As-Built 

Schedule depicting prior durations and sequencing of the work is necessary.  Likewise, 

crew size and productivity monitoring, before, during, and after the change, is crucial to 

understanding the actual impact of extended operations on construction. 

Typically, small changes can be merely "absorbed" into the schedule during the base 

contract period.    

7-CON-0060: Project Document Control 
Construction documents describe the requirements for construction of the project as 

drawings, specifications, and other contract documents.  The purpose of this procedure is 

to alert the PMT PM to monitor and control the process to produce quality construction 

documents that are appropriate for contractor solicitation.  

• The A/E and A/E consultants are responsible for preparing the construction design 

documents.  The PMT PM must closely monitor the preparation.  This is the 

phase where the PMT PM and the District design team must review specific 

systems and their impact on project cost and schedule.  Long lead-time items must 

be identified.  

• Early in the design phase, PMT PM uses this opportunity to influence the design 

and preparation of documents so that the District’s design intent, project quality, 

and budget target are achieved.  

1.0 SCOPE OF DOCUMENTS  

The A/E and its consultants prepare construction documents based on the approved 

design development drawings and specifications.  The documents cover the total scope 

required for construction, including architectural, civil, structural, mechanical, and electrical 

design.  

If directed to by District, the A/E may prepare separate packages of construction 



 

 

                                               Page | 183 

                                                 

 

Program Procedures Manua l  (PPM)  

Section 7: Construction 

documents for site and/or foundation work so that it may begin before completion of follow-

on design and construction work.  

2.0 CONSTRUCTION DOCUMENTS  

The A/E prepares drawings and specifications in sufficient detail to allow contractors to 

perform the work, including:  

• Architectural drawings, details, and specifications,  

• Civil drawings, details, and specifications,  

• Structural plans, details, calculations, and specifications,  

• Mechanical and electrical plans, details, and specifications, including air flow 

specifications and procedures for balancing systems,  

• Plans showing installation of major systems and equipment,  

• All appropriate schedules for such items as doors, hardware, finishes, and 

windows, 

• Fire-Life-Safety and Code-required sheets, and  

• Special conditions. 

3.0 FINISH MATERIALS AND COLORS  

Before the construction document phase is completed, the A/E selects finish materials and 

colors to be incorporated in the work and prepares schedules regarding such materials 

and colors for the District's approval.  The schedules note any materials or finishes that 

involve long lead-time fabrication and/or delivery.   

4.0 PROGRESS MEETINGS  

Every week, or at some other appropriate interval, the PMT PM, A/E, and other appropriate 

parties meet to discuss progress, problems, and activities planned for the next interval.  

The PMT PM ensures that an action-item list describing problems, noting who is 

responsible, and when action is needed is maintained. This list should be promptly 

distributed to project participants after each meeting.  

5.0 CONSULTATION WITH A/E ON CHANGES  

The A/E consults with the PMT PM regarding any changes in requirements or in 

construction materials, systems, or equipment as the drawings and specifications are 

developed so that the PMT PM can adjust the cost estimate accordingly.  

6.0 PERIODIC ESTIMATES  

To maintain control of costs, the PMT PM develops cost estimates at several stages during 
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the development of the construction documents.  Any increases over the approved design 

development estimate, or concerns that increased costs may develop must be reported to 

the District promptly and appropriate remedial action must be taken at that point.  Any 

single delay may cause other major changes, which could delay the entire project.  

7.0 REQUIRED GOVERNMENT DOCUMENTS  

The A/E assists the PMT PM in meeting the District's responsibility to file documents 

required for the approval of governmental agencies having jurisdiction (AHJ’s) over the 

project. This must be done in a timely manner so that the project will not be delayed in 

going out for bids while waiting for approvals by these agencies.  The PMT PM should 

ascertain the time necessary for approvals by the various agencies.  Meetings should be 

arranged with the agencies before and during their review period so that any necessary 

drawing revisions or changes can be accomplished without delaying the project.  

8.0 PMT PM'S AND A/E'S FINAL ESTIMATES  

The A/E and the PMT PM prepare independent final estimates.  If either one, after review, 

still indicates that the project is over-budget, necessary revisions should be made to the 

drawings and specifications after receipt of approval from the District.  Refer to Section   

6-DES-0070, ‘Redesign If Over Budget’ for specific guidance. 

9.0 ALTERNATES  

The A/E provides, as a basic service, sufficiently detailed and biddable alternatives in the 

event that the construction cost established by bids exceeds the budget.  "Additive" 

alternatives are generally more successful than "Deductive" alternatives because bidders 

typically keep the bid price to a minimum in the Base Bid documents to win the contract, 

so there is usually very little incentive to reduce the price further.  There should only be a 

few alternates included in the construction documents so as not to discourage bidders with 

a long list that would require considerable time and expense from them to respond to. The 

alternates to be included should be agreed on by the A/E, the PMT PM, and the District.  

10.0 BIDDING AND CONTRACT DOCUMENTS  

DCSD Procurement Dept. personnel prepare the necessary bidding information, bidding 

forms, conditions of the construction contract, and forms of agreement between the District 

and the contractor.  

11.0 DISTRICT APPROVAL  

The A/E obtains the District's written approval of the construction documents and the final 

estimate, and the PMT PM provides the Procurement Dept. with a complete set of 

construction design documents. 
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7-CON-0070: Submittals/Shop Drawings 
Submittals are required to be provided by the contractor in accordance with the contract in 

order to ensure that the contractor demonstrates the plan to utilize those materials, 

equipment, and systems called out in the design documents for the constructed works. 

The following procedure was developed to provide clear documentation of all transmittals 

received from the contractor, record the action to be taken on each, and to expedite the 

turnaround time for submittal processing. 

Contractors and suppliers will submit drawings and product data electronically via 

Proliance. Actual physical samples of materials, etc. need to be provided as called out in 

the construction contract documents.  

The primary responsibility for submittals lies with the contractor, and the primary 

responsibility for review lies with the A/E. It is the responsibility of the PMT PM (or PM 

representative) to track and process the submittals received from the contractor, and the 

response from the A/E, in a timely manner.  It is also the PMT PM's responsibility to check 

for completeness and confirm that all submittals required by specifications or drawings are 

transmitted to the A/E for review.  

1.0 CONTRACT REFERENCE  

The requirements for submittals are detailed in the supplemental conditions, or Division 

One of the construction contract.  These conditions stipulate that the contractor provide a 

submittal schedule, and specify the required number of copies of submitted materials and 

the turnaround time allowed for the A/E. 

2.0 SUBMITTAL SCHEDULE    

The contractor is required to make all submittals sufficiently in advance of the construction 

requirements to permit a reasonable time for review and return.  The PMT PM should 

develop a list of all required submittals, and the contractor will be informed of all submittals 

that have not been reviewed each week. The Submittal Schedule should contain the 

following information:  

• Construction specification section reference number  

• Description of required submittal 

• Date required for submittal to District (PMT PM) 

• Date approval is required 

• Actual submittal date 

• Date product required on site 

• Subcontractor 
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• Submittal Number  

3.0 COPIES  

Submittals are required to be submitted in accordance with the detailed requirements of 

the contract.  Submittals may take the form of product data, including drawings, 

catalogues, and pamphlets; and shop drawings, including drawings and diagrams, or 

samples.  

 

3.1 Product Data  

All product data will be submitted/uploaded by the A/E and contractor into Proliance.  All 

reviews will be documented using Proliance. 

• For contracts of less than $1 million, contractor shall submit one (1) copy and 

one (1) electronic copy of Manufacturer’s Literature to the Architect. 

• The A/E will post the Manufacturer’s Literature into Proliance. 

• For contracts exceeding $1 million, the contractor will input all Manufacturer’s 

Literature and product data directly into Proliance, where they are processed by 

the A/E.  

3.2 Shop Drawings  

All product data will be submitted/ uploaded by the A/E and contractor to Proliance.  All 

reviews and resubmittals will be documented using Proliance. 

• For contracts of less than $1 million, submit Shop Drawings in the form of one 

(1) sepia transparency of each sheet plus three (3) blueline or blackline prints of 

each sheet. 

• The Architect will post its shop drawings into Proliance. 

• For contracts exceeding $1 million, the Contractor will submit all shop drawings 

directly into Proliance, where they are processed by the Architect. 

• Review comments of the Architect will be shown in Proliance.  

3.3 Samples  
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• Unless otherwise specified, submit Samples to the A/E in the quantity which are 

required to be returned, plus one (1 ea.) which will be retained by the A/E. 

• The A/E will upload the sample data into Proliance. 

• Review comments of the A/E will be uploaded into and available in Proliance. 

• One (1 ea.) sample with annotation of comments to be returned to contractor. 

 

 

4.0 DEVIATIONS  

Shop drawings must not contain deviations from the contract requirements unless covered 

by a COR for substitution.  If deviations are shown and the shop drawings are 

inadvertently approved, the contractor is not relieved of its obligation to perform the work 

in accordance with the contract requirements.  

The contractor is required to describe any variations from the contract requirements in 

each submittal transmittal.  The A/E is required to identify any changes made to the 

submittal by the A/E that add or delete from the original contract requirements, and to 

initiate a CO through the PMT PM.  

5.0 CONTROL LOG   

The PMT PM will use the Proliance control log system for tracking individual submittals 

and recording turnaround times. Control Logs shall record the following information:  

• Submittal number,  

• Description,  

• Due date of submittal from the contractor,  

• Date of receipt from the contractor,  

• Contractor's requested return date,  

• Date of Distribution to the A/E,  

• Date of Receipt of review from the A/E,  

• Date of Return to the contractor, and  

• Comments.  

The system should be capable of calculating the turnaround time, from receipt of the 

submittals from the contractor to return of response to the contractor, and of flagging any 

dates that are missed.  
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6.0 NUMBERING  

Shop drawings are to be numbered sequentially with the contract prefix symbol A,B,C, etc., 

for phased construction contracts; followed by the submission number such as 1,2,3, etc., 

to form a combined number, for example, A1.  If this submittal is rejected and resubmitted, 

a suffix number is added to the existing number and resubmitted as A1-A.  If the submittal 

is again rejected, the suffix number is changed to A1-B and so on until a submittal is 

approved.  A new sequence number should not be assigned to a resubmittal.  

7.0 TRANSMITTAL  

If Proliance is not used, the contractor will transmit submittals with a transmittal form 

specifically designed for submittals. If the contractor does not have such a form, the 

Contractor Submittal Transmittal form will be used.  This form provides the following 

information:  

• The transmittal number, project title, contractor's name, and specification section;  

• Date sent, date received, date due, number of copies and actions to be taken, such 

as: no exception taken, make corrections noted, revise and resubmit, rejected, or 

approved; and,  

• The transmittal number, project title, contractor's name, and specification section.  

8.0 PROCESSING  

For contracts of less than $1 million: 

• The contractor will transmit the submittal to the A/E, and the A/E will retain one 

copy and forward the remaining reviewed copies and the reproducible to the PMT 

PM. 

• After the A/E completes the review of the submittal, the A/E must advise the 

contractor of the findings.  (CIP Team shall not approve or disapprove the 

submittals.) The submittal transmittal form is to be used for the purpose of 

indicating approval, disapproval, approval as noted, or for requesting a resubmittal.  

It is mandatory that unrelated submittals of different CSI sections are not approved 

or disapproved in the same transmittal by the A/E.  It is also preferable that items 

not closely related to each other be transmitted and tracked using separate 

transmittals.  A record-keeping problem is introduced if an approval transmittal 

contains unrelated items. 

• The A/E enters the submittal into Proliance and returns the hard copy to the PMT 

PM with the marked-up reproducible and the required copies.  One copy will be 

kept in the PMT PM's files and the other will be provided to the Inspector, if 

applicable. 

• The PMT PM will log in the submittal from the A/E. 
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• The PMT PM will log out the submittal to the contractor and file the original copy. 

• The PMT PM is responsible for tracking the submittals and will continually review 

the log and remind the contractor and/or the A/E in writing of delinquent submittals 

or resubmittals. 

For contracts exceeding $1 million: 

• The Contractor will input the submittal data directly into Proliance. 

• The submittal data will be processed by the Architect. 

• Notification of Architect’s review is issued by Proliance to responsible parties 

9.0 USE OF SUBMITTALS/SHOP DRAWINGS  

The approved shop drawings should be used and readily referenced by the PMT and DAT 

Team field personnel and inspectors.  The PMT and DAT Team field personnel and 

inspectors should note any approvals that have been made which contain omissions and 

deviations to the contract requirements, and refer the issue to the PMT PM.  
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7-CON-0080: Request for Information (RFI) 
The RFI procedure is used to document all questions about the contract documents 

received from the contractor and the related response by the A/E (or others).  It may also 

be the precursor to potential COs or disputes and is therefore central to the project control 

system.  

Monitoring the RFI process is the responsibility of the PMT PM.  The contractor is 

responsible for initially issuing an RFI upon discovery of a problem or question. However, 

the PMT PM or A/E may, at times, also issue RFIs. The responsibility for furnishing an 

answer to the RFI generally lies with the A/E.  

1.0 RFI DOCUMENTS 

Both the contractor and the PMT PM must be thoroughly familiar with the general 

conditions, supplemental conditions and Division One requirements of the contract 

documents that relate to the Clarifications and/or RFI.  These documents will specify the 

procedures, contractual notification requirements, and allowable response time by the A/E.  

Should the contractor discover conflicts, omissions or errors in the contract documents, or 

have any questions concerning interpretations or clarifications of the contract documents, 

or if it appears to the contractor that the work to be done, or any matter related thereto, is 

not sufficiently detailed or explained in the documents, then, before proceeding with the 

affected work, the contractor shall immediately notify the PMT PM in writing and request 

information / clarification or additional detailed information concerning the work using the 

RFI form.  

2.0 PROCESS  

For contracts of less than $1 million: 

• The Contractor will provide the RFI form and will consecutively number each RFI. 

The contractor, A/E and PMT PM will have assigned blocks of numbers. 

• The Contractor is responsible for processing the RFI and shall enter the RFI on an 

RFI log that indicates, at a minimum, the following information: 

o RFI number, 

o Description, 

o Specification/drawing reference, 

o Originator and date received, 

o Requested date response (from the A/E), 
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o Date the response was received from the A/E, and  

o Date response was sent to the originator. 

• The Contractor will date stamp the RFI and provide a copy to the official file.  

• The Contractor will issue copies to the PMT PM and the A/E. 

• The PMT PM will screen the requests for clarity to evaluate whether the documents 

answer the question without the need for clarification and / or if the contractor is 

using the RFI appropriately (not for solving the contractor quality problems, 

requests for time or changes, etc.).  The PM will also work with the contractor to 

find potential solutions, which will be suggested to the A/E. 

• If the RFI is critical in nature, the resolution will be addressed via telecopy or 

telephone. The RFI will be annotated accordingly, and the A/E will follow up with a 

signed copy. 

• Once the RFI has been transmitted to the A/E for response, the PMT PM will 

monitor the response time of the A/E.  The A/E will enter the RFI in Proliance. If 

the A/E is taking time in excess of that prescribed by the contract documents or is 

needed by the contractor, the PM will notify the A/E verbally and follow-up with a 

written reminder. 

• Upon receipt of the response, the original is entered into the log. The PMT PM will 

review the A/E response for general appropriateness and will make a note of any 

cost or time impacts generated as a result of the RFI. 

• At the working status meeting, the PMT PM will review the RFI log with the 

contractor and A/E. 

• If the response is appropriate, the original will be placed into a unique PCO file if 

the response constitutes potential extra or deleted work. 

For contracts of more than $1 million: 

• The entire process will be performed electronically using the Proliance software. 

Note, however, that one should not lose control of the review required by the PMT 

PM due to the ease of interactive exchange of information.` 

 

3.0 COMMENTS  

The CIP Team PM should be aware that the RFI process may be used by a contractor as 

a tool to generate change orders or claims.  Be aware of an excessive number of RFIs 

and/or an RFI where the questions are either unclear, can be answered by the contract 

documents, or are in any way self-serving to the contractor. 

Since the contractor may use the RFI process as a tool to generate change orders or 



 

 

                                               Page | 193 

                                                 

 

Program Procedures Manua l  (PPM)  

Section 7: Construction 

claims, the RFI processing time by the A/E is critical. The specific or general conditions 

should prescribe a turnaround time by the A/E.  If no time is given, a "reasonable" time is 

the rule.  One suggestion is to establish a turnaround time with the A/E and contractor for 

an average RFI.  One should also be conscious that construction schedule constraints 

may dictate the required turnaround time.  

Many times, the RFI is the start of a CO or dispute.  One should carefully review the A/E's 

response to determine if a change should be issued.  Some A/Es will state that any RFI 

is a minor change, but their answers will require a major change in scope. The PMT PM 

should cross-reference all changes or disputes and RFIs.  

7-CON-0090: Quality Control 
The purpose of this section is to establish responsibilities and procedures for Construction 

QC for a project. The goal of Construction QC is to complete the construction in 

accordance with the requirements of the contract documents, with documentation to verify 

that such compliance was achieved. The procedure applies to the work of all construction 

contracts from the commencement of the work until project completion and final 

acceptance. This procedure establishes the level of documentation required, the frequency 

of inspection for various project components, the level of contractor participation, and other 

QC-related activities.  

 Project Manager  

PMT Team 

 

The PMT PM shall be responsible for being onsite four (4) hours a day during construction 

for major projects and at regular intervals for smaller projects.  The PMT PM will help 

coordinate all the parties related to the project, including Contractor, A/E, District, utilities, 

local agencies, etc.  During those four (4) hours, the PMT PM will walk the construction 

site and document in a Daily Report any discrepancies observed and notify the A/E, 

Contractor, and the District. 

 

QA Manager  

DCSD 

 

The QA Manager audits all aspects of the project on a periodic schedule.  The QA 

Manager is not responsible for the inspection of the project.  The QA Manager will 

document any discrepancies observed and notify the PM, A/E, Contractor, and District. 

 

A/E’s Construction Contract Administrator 

A/E 

 

The A/E’s Contract Administrator is responsible for confirming that the Contractor is 

constructing the project per the construction documents.  The A/E’s Contract 

Administrator will make inspections as necessary to verify contractor’s compliance. 



 

 

                                               Page | 194 

                                                 

 

Program Procedures Manua l  (PPM)  

Section 7: Construction 

 

General Contractor / CMaR / Design-Builder (the ‘Contractor’) 

Contractor 

 

The Project Manager and/or Construction Manager for the Contractor provides front line 

execution of QC requirements and is responsible for confirming that all elements of the 

contract work conform to the plans, specifications, applicable standards, and other project 

requirements. The Contractor’s PM directs QC inspection responsibilities include:  

Contractor 

 

• Monitoring the performance of the testing agency 

PMT PM 

 

• Verifying that re-inspection, necessitated by a failed first inspection, is properly 
documented by the Contract Administrator (such documentation will permit back-
charges to the responsible contractor as provided for in the contract) 

Contractor 

 

• Providing support as necessary to confirm effective lines of communication 
between the District’s operations, “code” inspectors and the PM 

Contractor • Developing an inspection plan for each component of the project (this will include 
a checklist of items to be inspected; extracted from the contract documents and 
from industry codes and standards referenced in the specifications) 

Contractor • Preparing inspection reports documenting the results of the inspection of all 
elements of the project 

A/E • Notifying the contractor of non-complying work and judging whether instructions to 
remedy non-complying work have been satisfactorily addressed by the contractor 
in a timely fashion 

A/E • Issuing Notices of Noncompliance (NNC) in cases where noncomplying work 
remains uncorrected, and tracking resolution of NNCs  

A/E • Managing special inspection and material testing activities, and coordinating with 
“code” inspectors  

A/E • Monitoring the jobsite to verify that special inspection is continuous where required, 
and that an adequate number of special inspection staff is present, depending upon 
the extent and complexity of the project 

A/E • Confirming that all special inspections required by the approved plans and 
specifications, and required by code, have been performed 

Contractor • Scheduling the work of the special inspectors, following a request for inspection 
from the sub-contractor. Adequate notice shall be provided so that the special 
inspector has time to become familiar with the project 

Contractor • Retaining at the job site all special inspection records and providing these records 
for review by code inspectors upon request 

Contractor • Maintaining a “photo” record of all tests and/or nonconforming items  

QA Manager • Assembling the record QC and special inspection files.  

Contractor • Code Inspections: Confirming that the contractor understands and abides by the 
provisions of the Uniform Building Code (UBC). This includes allowing adequate 
notification for inspection, confirming that the work to be inspected is accessible 
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and exposed, and verifying that the work to be inspected has passed the PMs 
preliminary inspection and is ready to be inspected by code inspector(s) 

Contractor • Providing competent, qualified QC inspectors who meet the inspection certification 
requirements (if any)  

 

Design Consultants  

A/E • Specifying all required QC inspection and testing requirements, and referencing 
applicable codes 

A/E • Making periodic site observations in accordance with the terms of the agreement 
for professional services and at a frequency commensurate with job progress and 
significant, scheduled milestone dates 

A/E • Responding to field discrepancies and assisting the PM to determine the 
acceptability of the remedial process for deficiency correction 

A/E • Supporting the CIP Team PM, as required 

Contractor  

The contractor shall be cognizant of the special inspection requirements of the codes 

having jurisdiction, and shall be responsible for the following:  

• Notifying the special inspector of the type of test or inspection desired, and the date 

the test or inspection is required;  

• Providing samples of materials to be tested, in accordance with the provisions of 

the project specifications; and  

• Providing the special inspector with approved contract documents.  

• Requesting inspection by the special inspector. This can be done with 24-hour 

notice, and with the understanding that small portions of the work requiring 

inspection may still be in progress, but are expected to be completed prior to the 

code inspection to follow;  

• Requesting inspection by code inspectors on work that the special inspectors have 

conditionally approved;  

• Making the craft superintendent of the trade whose work is being inspected 

available to the PMT PM and code inspectors for a walk-through inspection. 

Hearing first-hand the PM special inspectors’ and the code inspectors’ comments, 

and being able to enter into a dialog with them, will help generate a spirit of 

teamwork; and,  

• Providing safe access to the work to be inspected and maintaining the work to be 

in an exposed condition.  

Special Inspectors  
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Special inspector(s) shall report to the PMT PM and A/E and perform tasks and inspections 

as contracted by the PMT PM and as required by code and the contract documents. The 

special inspectors’ duties and responsibilities include:  

• Observing work for conformance with approved contract documents, and 

applicable workmanship provisions of the applicable code(s). Design Consultant 

reviewed shop drawings and/or placing drawings may be used only as an aid to 

inspection;  

• Reporting nonconforming items to the immediate attention of the contractor, the  

A/E’s Contract Administrator, and the PMT PM and noting all such items in the daily 

report. If any item is not resolved in a timely manner, or is about to be incorporated 

into the work, the special inspector shall immediately notify the PMT PM; and, 

• Providing timely reports of each inspection visit.  

QC Reports and Records  

The Contractor, A/E, and Special Inspectors shall maintain a reporting system with the 

following primary components:  

Daily Reports  

A Daily QC inspection report shall be created within Proliance by those parties 

having access to the system. Those parties that do not have access to Proliance 

shall create reports prepared at the end of each working day that contain, at a 

minimum, the following information: 

• Report number (consecutively numbered for each person reporting)  

• Date and day of report 

• Project name and contract number 

• Name of contractor or sub-contractors whose work was specifically 

involved 

• Identification of all non-complying work encountered 

• References to the requirements in codes and/or contract documents 

• Additional data related to the inspection performed, including, as 

applicable:  Description of work in progress,  any specific testing or 

documented QC procedure used,  reference to specific testing reports,  

reference to documentation of any plans and schedule for remedial 

action  

Daily QC Reports should be promptly reviewed by PMT PM with the following 

actions taken:  
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• Any item requiring supervisory attention should be attended to 

promptly and so noted on the inspection report 

• Modifications to the original report shall be noted and initialed by the 

supervisor at time of review 

• One copy of each report should be sent offsite for safe storage 

• Information contained in the Daily QC Reports shall be summarized as 

appropriate, to be included in the agenda topics for the weekly QC 

meeting 

Video Inspection  

As determined by the needs of individual projects, video recording may be used 

for construction inspections.  

Notice of Non-compliance  

The NNC is a tool to track those items constructed or installed by the contractor 

that are not in compliance with the contract plans, specifications, or codes.  The 

NNC should be issued only after first notifying the contractor of the deficiency, 

either verbally or in writing, and after determining that corrective action has not 

commenced as anticipated, or as first agreed-to by the contractor.  

Weekly QC Meetings  

The Contractor shall chair weekly QC meetings at the jobsite offices. Attendees 

should include:  

• Contractor’s PM, Superintendent, QC Manager, Safety Manager 

• A/E’s designated staff representative; and  

• Structural Engineer of record (during the steel erection and welding 

phase of the work, and as required by UBC – Structural Observation) 

• PMT PM 

The QC meeting agenda shall include:   

• A review of QC inspection activities during the preceding week, including 

any special inspections, code inspections and third-party inspections;  

• Schedule activities and forecast of inspections anticipated to be needed 

for the following two-week period, including a review of all inspections 

listed in the specifications for work scheduled to be performed during this 

period;  

• A review of key inspection point and issues for activities for the following 

two-week period;  
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• A review of identified, non-complying work; and  

• Review status of unresolved NNCs.  

Typically, QC meetings are held on the same day as, and immediately before or 

immediately after, the weekly progress meeting, enabling attendees for both meetings to 

make the best use of their time.  

7-CON-0100: Daily Inspections & Reports 
Daily inspections are the responsibility of the Contractor.  The A/E is responsible for 

confirming that the project is being constructed per the contract documents.  The PMT PM 

will dedicate four (4) hours on-site per day for major projects.  The PMT PM is not 

responsible for inspecting the work.  The PMT PM will ensure that a Daily Report is 

submitted for each workday.   

7-CON-0110: Field and Laboratory Testing  
Testing is required to determine conformance with plans and specifications.  Testing 

services are provided by testing engineers or testing laboratories under separate contract 

to the District.  The PMT PM does not usually perform tests; the PMT PM will administer 

this process on behalf of the District. This procedure is to establish the methods for 

procuring and administering services and define the nature and extent of testing.  

Requirements for testing shall be as specified in the construction contract documents.  

Based on the PMT PM contract, the PMT PM may be responsible for defining the scope 

and nature of the testing to be performed, the solicitation of proposals, the evaluation and 

recommendation for testing services based upon the proposals, and administration of the 

testing agency’s contract. Alternatively, the PMT PM may administer a testing agency 

contract provided by the District. Generally, it is the responsibility of the PMT PM to solicit 

for testing services and administer the testing services.  

1.0 PROCUREMENT OF SERVICES   

The testing services contract may be issued by the District (which is preferred) or by the 

PMT.  If the District issues the contract, following is a procurement outline:  

• The PM PMT shall review construction contract and the specifications to determine 

the required testing services (surveying, geotechnical, structural, etc.) and the 

scope of work required from of each testing agency.  

• A Request For Proposals (RFP) shall be prepared based on the construction 

contract scope of work.  The format of the RFP will be prescribed by the District.   

The contract will be an "on call" or indefinite quantities contract, which describes 

the tests to be performed and the estimated quantities of each test, which are to be 
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priced.  The award will be based on the aggregate total of tests, quantities, and 

price.  The services will be ordered as needed during construction.  

• Proposals should be solicited from not less than three (3) qualified testing agencies 

for each type of testing.   

• Upon receipt of proposals, each shall be reviewed to confirm that it is consistent 

with the scope of work.  Once the proposal is found to be consistent with the RFP 

request, the prices shall be evaluated. The findings shall be tabulated and a 

recommendation for award of contract and an agreement shall be made.  

2.0 ADMINISTRATION  

When the agreement has been executed, names and phone numbers of the testing firm's 

"contract" persons and supervisors shall be provided by the testing agency(s). The scope 

of services shall be reviewed with the responsible DAT and PMT members.  The method 

for reporting the test findings and the distribution of those findings shall be established with 

the testing agency. The PMT PM will be responsible for uploading the reports into 

Proliance. 

Testing will be performed as ordered by the PMT PM.  A procedure must be established 

with the construction contractor for the contractor's requests for tests.  The following 

procedure is suggested:  

• A request for testing form should be used.  

• The Contractor will use its own form or the PMT form to request the testing services.  

• The contractor shall describe the test and the date that the test is required.   

• The request will be made by the contractor at least 48 hours in advance of the 

required test date.  

• The testing agency will be provided with a copy of the testing request.  The testing 

agency will provide copies of the test results to the contractor, the A/E, and PMT 

PM.  The PMT PM will be responsible for uploading the reports into Proliance. 

• The testing firm will be provided with a copy of the approved request form to be 

included with the testing firm's monthly billing.  

• The PMT PM shall review the testing agency's billings and recommend payment to 

the District.  

The Chief Inspector, or other designee, shall determine when the services of a testing 

agency are required in the field.  When possible, PMT inspection personnel shall 

accompany the testing agency personnel on-site, verify that the testing agency 

understands the work to be performed, and note the arrival and departure time of the 

testing agency personnel in the daily inspection report.  

The A/E shall review the findings of the testing agency and verify that the results are in 
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conformance with the contract documents.  If the results are not in conformance, the A/E 

shall issue a Notice of Non-Compliance to the contractor.  

7-CON-0130: Notices of Non-Compliance to the 

Contractor 
The Notice of Non-Compliance (NNC) is a tool to track those items constructed or installed 

by the contractor that are not in compliance with the construction contract plans and 

specifications for that particular project.  

It is the joint responsibility of the DAT, PMT staff, and the A/E to review the constructed 

work to confirm that it complies with the minimum standards of acceptability as defined in 

the contract documents.  PMT and A/E personnel have the responsibility to notify the 

contractor of non-complying work and to ascertain whether instructions to remedy non-

complying work have been satisfactorily addressed by the contractor in a timely fashion.  

If not, a formal NNC must be completed by the inspection staff for review and signature by 

the PMT PM.  

1.0 NNC ISSUANCE  

When a deficient item of work has been identified by the DAT, PMT or A/E Teams and not 

satisfactorily addressed by the Contractor, a formal NNC will be issued.  The notice is a 

two-part form for (1) documenting the deficiency and (2) documenting the response by the 

contractor.  

2.0 NNC CONTENTS  

The notices will be consecutively numbered and contain, at a minimum, the following 

information in Part One:  

• Number of NNC,   

• Subject of NNC,  

• Specification and contract drawing reference,  

• Corrective action required,  

• Signature of PMT PM,, and  

• Date of transmittal to contractor.  

3.0 NNC LOG 

The notices should be entered on a NNC Log, which will contain, at minimum, the following 

information:  

• Number of notice,  
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• Subject of notice,  

• Date issued to contractor,  

• Contractor's estimated date of repairs to correct deficient work, and  

• Date of contractor compliance (if applicable).  

4.0 NNC LOG BOOK  

A copy of the notice should be placed in an NNC Logbook and uploaded to Proliance for 

future reference.  

5.0 CONTRACTOR RESPONSE TO NNC  

The contractor is to notify the PMT PM and A/E of the intended method of correction by 

filling out the second part of the form.  The response should also be filed in the NNC 

Logbook and uploaded to Proliance.  

6.0 NNC COMPLETION  

When items of non-compliance have been satisfactorily addressed by the contractor, a 

written confirmation of compliance should be prepared for the PMT PM's signature and 

transmitted to the contractor.  A copy of the confirmation of compliance should be filed 

with the NNC in the logbook for future reference.  

7.0 UNRESOLVED NNCS  

As the project approaches completion, all unresolved NNCs shall form part of the final 

punchlist for project closeout and final inspection.  

7-CON-0131: Notices of Non-Compliance to the 

DCSD Chief Operation Officer 
The PMT PM will issue formal notice to the DCSD COO per the Master Agreement for 

Program Management Services between AECOM and DCSD.  

Once a notice is identified, it will be sent to the COO and cc: via email to the appropriate 

parties. 

The COO will send the notice to Director of Design & Construction, who will forward to the 

assigned Executive Assistant who will then make a color copy, upload into Proliance, and 

distribute the notice to all appropriate parties. 

 



 

 

                                               Page | 202 

                                                 

 

Program Procedures Manua l  (PPM)  

Section 7: Construction 

7-CON-0140: Project Progress Photographs 
The purpose of this procedure is to provide guidance for taking, or arranging for the taking 

of photographs, during the construction phase of projects.  Project photographs are used 

to obtain adequate photographic records of the progress of work, help settle disputes, 

mitigate claims, and promote good public relations.  Good judgment in the selection of the 

subject and the timing of the photographs must be used so that the photographs will be 

useful for these purposes.  

The primary responsibility for photographs lies with the Contractor.  This responsibility 

may be delegated.  

1.0 PHOTOGRAPHY AND FILE MAINTENANCE  

• Planning and selecting the subject of each job photo to confirm relevancy and 

usefulness for its intended purpose 

• Lighting and composition of photos is used to confirm good quality photos 

• Photos shall be uploaded to Proliance under the Facility name in the Catalog Card 

folder. Photos shall be labeled by school, date, and location. 

•  necessary film and arranging for photo processing 

• Organizing, indexing, and protecting the negatives and prints 

• The PMT Program Director shall recommend photos to District Communications or  

internal Marketing Department, as required, for claims or publications, respectively. 

2.0 SUBJECTS AND TIMING  

Construction progress photos should be taken at intervals not exceeding one month in 

order to provide a proper photographic record of the construction.  Other photos will be 

taken as needed to serve the purposes of such photos as discussed below. No photos 

shall be taken of students’ faces.  Good subjects for photos include:  

• Areas that visually indicate progress of the work 

• Unusual events or construction techniques 

• Accidents or damage 

• Unsafe or hazardous working conditions 

• Before and after pictures of areas where changes are made 

• Areas where disputes may be expected 

• Images that will lend themselves well to public relations uses  
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3.0 PROCUREMENT OF EQUIPMENT  

The PMT PM should procure equipment in advance of needs.   If camera equipment is 

determined to be the desired system the PMT PM shall locate equipment, film purchases 

and photo processing.  Specific issues related to procurement, include:  

• The acquisition of the photo or video equipment will be accomplished within project 

or annual budgets.  When funds are available in either the project or annual 

budget, the PMT PM will arrange to purchase or rent the equipment. 

• Digital photography is preferred for most project photos.  Instant picture cameras 

will be used in situations where necessary. 

• Larger projects may require audio-visual recording of construction progress and 

problem identification more frequently than monthly intervals. 

4.0 PROTECTION OF EQUIPMENT  

• The PMT PM should provide safe, secure storage for equipment assigned to the 

project between periods of use in the field. 

• An accurate inventory and checkout system for each piece of equipment should be 

maintained.  Inventory records are to record the custodian, equipment 

identification, date of issue, condition of issue, date of return, condition of return, 

and custodian's signature.  

• PMT PMs are responsible for the care and protection of the camera equipment 

assigned to them.  Should any loss or damage occur to the equipment, it should 

be reported as soon as it is discovered.  

• It is not intended that personnel use their personal photo equipment, but it will be 

allowed with the express understanding that it will be at their own risk, and that the 

PMT will not be responsible for loss or damage to such personal equipment.  

5.0 PHOTOGRAPHIC SERVICES  

• The services of a professional photographer may be warranted on some projects.  

• The PMT PM should consider requesting a photographer's services when it is 

important that detailed, well-composed pictures be available for purposes such as 

disputes/claims, critical situations, display, or public relations.  Requests should 

be made well in advance of the desired time to confirm availability of the 

photographer.  

• In some cases, providing photographic services may be a requirement of the 

construction contractor’s general conditions.  
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6.0 PHOTOGRAPHIC PRINTS  

• If prints are maintained in addition to digital files, the normal size print for project 

use will be 4" x 6". 

• All digital photos must be maintained, indexed digitally and digitally filed in 

chronological order and uploaded into Proliance. 

• If photos for a special presentation are envisioned, consideration should be given 

to using computer projection of the digital photos.  

Photos taken in connection with a dispute or claim should also be kept in a separate 

disputes/claim file for each.  The files or negatives from these photos should also be 

backed-up on a PMT secure server, indexed and filed as described above.  

7-CON-0160: Project Closeout 
The purpose of this section is to provide a general summary of the requirements and the 

administrative procedures necessary for closing out a construction project.  It establishes 

the steps to be taken and ties together the procedures for substantial completion, final 

completion, and recommendations for acceptance of the project by the District. It also 

provides a framework for discussion of related separate procedures explained in the 

following sections, including record documents, O&M data, warranties and guarantees, 

final inspection and punchlists, final payment, liens, and completion certification.  

The A/E is primarily responsible for initiating and monitoring project closeout.  The A/E will 

rely on project staff members for preparation of the various closeout elements.  

1.0 PROJECT CLOSEOUT 

Basically, project closeout can be separated into three parts: substantial completion, final 

completion, and closeout/acceptance recommendation.  In addition, the recommendation 

for acceptance includes requirements for: Time Analysis, Contractor Claims, Claims 

against the Contractor and Withholdings, Record Documents, Instruction and O&M Data, 

Material Spare Parts and Keys, Changes, Omissions and Defects, Certification of 

Completion, Final Payment, and Warranties and Guarantees, and Testing and Startup.  

The following procedures will outline the steps to be taken by the Project Team.  

2.0 SUBSTANTIAL COMPLETION  

• When the work is substantially complete, the contractor is usually required to 

submit to the A/E the following items:  

o A written notice stating that the work is substantially complete;   

o A detailed and comprehensive list of all items to be completed or corrected; 

and   



 

 

                                               Page | 205 

                                                 

 

Program Procedures Manua l  (PPM)  

Section 7: Construction 

o The certification that the equipment has been tested, is operational, and 

that the required training has been provided.  Substantial completion has 

been achieved if a project can be used for its intended purpose.  It is not 

the completion of an established percentage of the work.  

• After receipt of the contractor's notification, the A/E will schedule a substantial 

completion inspection to determine whether or not the project is ready for the 

punchlist inspection.  Should the A/E determine that the work is incomplete and 

does not warrant a punchlist inspection, the A/E will:   

o Notify the contractor in writing that the work is incomplete, and   

o Require the contractor to promptly remedy the deficiencies and to provide 

a second notice of substantial completion.  The A/E should attach a 

timeline for the remedy of the deficiencies.  

• When the A/E determines that the work is ready for the punchlist inspection, the 

A/E will arrange for inspection by PM personnel and representatives of the A/E and 

of the District as necessary.  It is recommended that a representative of the 

contractor be present during the punchlist inspection.  

• The A/E's Inspector and representatives of the A/E will prepare a coordinated 

punchlist and determine which items should be completed by the contractor to 

achieve substantial completion. The A/E shall assign a dollar value to each item on 

the punchlist. 

• The A/E will transmit the punchlist to the contractor, listing all omissions and defects 

and noting the items that must be completed to achieve substantial completion. 

The A/E will also transmit the punchlist to the PMT PM for uploading into Proliance. 

• Once the punchlist items have been completed, the A/E will prepare a certificate of 

substantial completion and will attach a list containing the balance of the punchlist 

items to be finished for the final completion.  Other items that do not conform to 

contract documents may be added to the list at any time when found by the A/E, 

the DAT and/or the PMT team. 

• The A/E will have deficiencies remedied throughout the construction period, not 

just at the end of the construction phase.  The goal is to ensure that the number 

of punchlist items is as low as possible near the completion of the project.  

• Issuance of the certificate of substantial completion will determine the end of the 

construction contract time and will be defined as “Actual Contract Completion” as 

compared to the original contract legal completion.  Any assessment of liquidated 

damages terminates at substantial completion.  

3.0 FINAL COMPLETION  

• When the contractor considers the work to be complete for final inspection, the 

contractor shall submit written certification that:  
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o Contract Documents have been reviewed.  

o Work has been inspected for compliance with the Contract Documents.  

o Work has been completed in accordance with the Contract Documents.  

o Work is completed and ready for final inspection.  

• The contractor shall submit a certified copy of the final punchlist of itemized work 

to be completed or otherwise resolved for acceptance, endorsed and dated by the 

A/E and the contractor.  

• After receipt of the above, the A/E will schedule a final inspection with the 

representatives of the A/E’s and District’s staff to determine whether or not the 

project is ready for final inspection. The review shall consist of verifying that the 

remaining punchlist items from the Substantial Completion inspection have been 

completed.  

• Should the A/E find the work to be incomplete, the A/E shall advise the contractor 

in writing that the work is not acceptable. The contractor may be assessed for 

additional inspection costs.  

• The contractor shall send another Certificate when the work is complete.  

• After the A/E and the A/E have completed the final inspection, and when the A/E 

finds that the work is complete under the Contract Documents, the A/E shall 

determine the “Date of Final Completion” and notify the contractor, the District, and 

the A/E.  The contractor shall proceed to prepare for closeout/acceptance and 

shall make final closeout submittals.  

• Issuance of the notice of final completion will determine whether retention may be 

released as approved by the District.  

4.0 CLOSEOUT/ACCEPTANCE RECOMMENDATION  

Prior to acceptance by the District, the contractor shall:   

• Submit a statement showing accounting of changes to the contract sum  

• Submit warranties, maintenance agreements, final certifications, and similar 

documents required by the contract documents 

• Advise the A/E of pending insurance change-over requirements 

• Obtain and submit releases enabling the District’s full and unrestricted use of the 

work and access to services and utilities, including, where required, occupancy 

permits, operating certificates, and similar releases 

•  Provide all release of liens and claims from subcontractors and suppliers 

•  List all outstanding claim issues that will be litigated (see below)  
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• Submit final record documents, maintenance manuals, damage or settlement 

surveys, property surveys, and similar final record information as required by the 

contract documents 

• Deliver tools, spare parts, extra materials, and similar physical items to the A/E  

• Make final change-over of locks and forward keys to the A/E and advise the 

District’s personnel of change-over in security provisions 

• Remove all temporary facilities and services, along with construction tools and 

equipment, mock-ups, and similar elements  

• Prepare final Application for Payment in accordance with the General Conditions 

and the Specifications  

The contractor shall provide a final completion report which shall consist of the following:  

• A summary time analysis providing a justification for any time extensions being 

requested which have not yet been approved;  

• A summary of all potential claims from the contractor against the District. Attach 

copies all claims made to date and new claims which are being submitted;  

• A copy of all record documents and /or transmittals of record documents previously 

submitted;  

• A copy of O&M manuals and/or transmittals of O&M manuals previously provided;  

• A copy of all training information and the dates on which the training was provided 

to the District;  

• All materials, parts, and keys and/or a copy of transmittals of items previously 

provided to the District;  

• A copy of the punchlist with all items signed-off by the A/E;  

• A release of all liens from the subcontractors and suppliers;  

• Contractor’s request for final payment;  

• Additional copies of all warranties and guarantees; and   

• Documents confirming all final testing and start-up operations which were 

conducted.  

After acceptance of the work by the District, and after the proper time has elapsed, the 

final payment will be made (less any outstanding items).  

The acceptance recommendation report will be signed by the A/E and transmitted to the 

District.  The District will process the certification of completion and issue the final 

payment to the contractor noting any final deductions.  Upon the receipt of the final 

payment, the contractor usually has a specified time for initiating any final claim action 

concerning the deductions/withholding and/or other unresolved claim issues.  
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Included in this Chapter are: 

 8-CLS-0010: Warranties & Guarantees 

 8-CLS-0020: 6- & 11-Month Warranty Walk 

 8-CLS-0030: Operations / Maintenance Manuals 

 8-CLS-0040: Training 

8-CLS-0050: Punchlist 

 8-CLS-0060: Release of Liens / Stop Work Notices 

 8-CLS-0070: Record Drawings 

 8-CLS-0080: Substantial Completion Certificate  

8-CLS-0090: Final Completion & Recommendation for Acceptance 

 8-CLS-0100: Final Payment 

 8-CLS-0110: Financial Closeout 

8-CLS-0010: Warranties and Guarantees 
The following procedure is intended to confirm that all warranties and guarantees are in 

force in accordance with the contract, and that all warranty work is performed as required 

by the project specifications.  

It is the responsibility of the contractor to obtain and submit warranties and to perform 

warranty work as specified by the contract.  The PMT Project Manager is responsible for 

verifying that the contractor has fulfilled the warranty submittal provisions of its contract 

and for coordinating any work required to remedy items under warranty.   

One month prior to the forecasted substantial completion date, the PMT PM will transmit a 

letter to the contractor notifying the contractor of the contract requirements for 

warranty/guarantee submittals (as further indicated in the contractor’s submittal 

scheduled). The PMT PM will review the project specifications and prepare a list of required 

warranties by which to monitor the contractor's compliance with the warranty submittal 

provisions.  

8 

CLS 

 

 

Closeout 
 

1: Program Staffing: 
Organization and Roles 

0: Background/ 
Introduction 

8: Closeout 

2: Program Management 
Controls Strategy 

7: Construction 

6: Design 

3: Program/ Project 
Communications Plan 

4: Procurement 

9: Safety/Security 

5: Pre-Design 
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The contractor will submit warranties/guarantees within the time specified by the contract 

and prior to issuance of the final payment.  The PMT PM should take this opportunity to 

confirm that all letters of certification required either during the submittal or field installation 

processes have been provided by the contractor.  

The warranty period is initiated at the date of substantial completion.  If during the 

warranty period any work is found to be defective or not in accordance with the contract 

requirements, the PMT PM will notify the contractor in writing of its responsibility to perform 

corrective work in accordance with the contract provisions.  

In the event of the contractor's non-compliance with the contract requirements to perform 

warranty work within a set period of time, the PMT PM will arrange for the work to be 

performed by another contractor or by the District's forces.  The PMT PM will arrange for 

cost reimbursement by the responsible contractor through a deductive CO or other means 

agreed to by the District's legal representatives.  

In some cases, the warranty period will exceed the duration of the PMT PM's contract with 

the District.  The PMT PM shall prepare the District in those instances by providing the 

District with copies of all warranties and familiarizing the District with the warranty 

provisions of the contract and will also provide the District with the closeout submittal list 

of all warranties, including telephone numbers and addresses of all contractors performing 

warranty work.  

The form, below, is used by the PMT PM for warranty work requests (WWR’s) to the 

Contractor for warranty work to be performed. 
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8-CLS-0020: 6- and 11-Month Warranty Walk 
The PMT Team shall:  

• Notify all applicable parities, 5 or 10 months (as applicable) after substantial 

completion that a warranty walk will occur in the upcoming month. 

• Capture any historical records of any call-backs over the 11-month period by the 

individuals in attendance at the warranty walk. 
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• Utilize an 11-month warranty signoff checklist for all in attendance.   

• Get all in attendance to sign warranty checklist. 

 

The form, below, is used by the PMT PM for 6-Month and 11-Month warranty walk-

throughs. 
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8-CLS-0021: Warranty Log 
All warranty requests received by PMT Team need to be tracked and inserted into the 

below sheet per project. 

 

8-CLS-0030: Operations & Maintenance (O&M) 

Manuals 
O&M manuals for materials and equipment are required by the construction contract to 

confirm that the District understands the function and servicing requirements.  

The purpose of this procedure is to provide for the identification, collection, and proper 

distribution of the O&M manuals, as required by the specifications, for the District's use.  

This is one of the elements of the project closeout procedure.  

It is the responsibility of the PM to confirm that the required O&M manuals are received in 

a timely fashion, and in the specified format, from the contractor. It is also the A/E's 

responsibility to review the manuals for content.  The contractor and/or subcontractors 

that are required to furnish these materials will be delineated in the project specifications.  

1.0 O&M MANUALS 

Both the contractor and PMT PM personnel shall be thoroughly versed with the 

requirements for providing O&M manuals, as required by the project specifications.  

DCSD standard specifications Section 01730 requires the contractor to provide three hard 

copies of the O&M manuals in advance of Owner training and one electronic copy and 
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three hard copies after A/E approval of the preliminary submittal.  This allows the District's 

operations and maintenance staff to become familiar with the systems and equipment prior 

to final inspections and training, and to provide comments for the final submission.  

Notwithstanding the construction contract requirements, the A/E and PMT PM shall, 

approximately 90 days before substantial completion or training, prepare a list of O&M 

manuals required by the specifications.  This list shall be organized to provide for easy 

identification of the documents and the applicable specification section.  

The PM shall provide the contractor with this information, citing the applicable specification 

section requiring submittal of the required operations and maintenance manuals, and 

establishing a "due date" for the material. This information should also be identified in the 

contractor’s submittal schedule.  

Upon receipt of these materials from the contractor, the PMT PM shall either:    

• Review the submittal for format, content, and consistency with the specification, or  

• Review the submittal for specification consistency and transmit it to the A/E to 

review the content.  If the submittal is found to be unsatisfactory, it shall be 

returned to the contractor noting the areas of non-compliance.  

If the submittal is found to be consistent with the requirements of the contract, it will be 

transmitted in writing to the District and filed.  

2.0 O&M SUBMITTALS 

The PMT PM and A/E shall treat the O&M manuals as a "submittal" item.  The O&M 

manuals should be entered into the Submittal Log and processed in accordance with that 

procedure.  The PMT PM may also elect to note defective O&M manuals as a "punchlist" 

item.  

8-CLS-0040: Owner Training 
The Contractor shall train the District’s personnel regarding operating and maintaining of 

equipment/systems after the equipment/systems are fully operational for their intended 

use.  Equipment/Systems requiring Owner Training will be specified in the Contract 

Documents by the A/E.  Equipment that may be specified for Owner Training may be, but 

not limited to: 

• HVAC systems 

• Fire alarm and protection systems 

• Sprinkler system 

• Public address and sound systems 

• Laboratory/exhaust systems 

• Kitchen / School Nutrition equipment 
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• Telescoping gymnasium seating systems 

• Mechanized athletic systems 

• Mechanized folding door systems 

• Special electrical systems (i.e., stage lighting, dimmers, field lighting)  

• Stage curtain and lighting systems 

• Elevators and handicapped lift systems 

8-CLS-0050: Punchlist 

1.0 PRELIMINARY PUNCHLIST 

1.1 The Contractor shall:  

• Prepare an internal punch list prior to the District’s final walk. 

• SUBMIT: Internal punchlist to A/E 

1.2 The A/E shall:  

• Develop a “preliminary” punchlist for defined areas or phases of the 
project.  Preliminary punchlist shall not be requested for all areas. 

• SUBMIT: Preliminary punchlist  

1.3 The PMT Team shall:  

• Oversee the creation and completion of the punchlist by the 
Contractor and A/E. 

• Verify that all items on the punchlist including, but not limited to, 
defective and incomplete work are brought into compliance with the 
contract documents to the satisfaction of the District. 

2.0 FINAL PUNCHLIST 

2.1 The PMT Team shall:  

• Issue written notice to the Design Consultant if the issued punchlist 
does not indicate “final and comprehensive” as required by contract. 

• Issue a written weekly report listing the status of all items contained 
on the punchlist.  

• Work with Contractor to obtain the Certificate of Occupancy and all 
other matters relating to the District’s initial occupation and 
possession of the project. 

• Review all certificates of Substantial Completion and Final 
Completion issued by the Design Consultant.   

• Issue written notice to the Design Consultant if submitted certificates 
are not acceptable. 
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2.2 The Design Consultant shall:  

• Visit the site upon completion of each significant area that is 
occupied, to confirm the satisfactory completion of the listed items. 

• Develop a final punchlist for PMT Team review. 

2.3 The Contractor shall:  

• Issue a written statement upon completion of all items on the 
punchlist to the District, copying the Design Consultant and all 
affected parties. 

• Provide the Certificate of Occupancy and the requisition for final 
payment.   

The purpose of the punchlist procedure and report form is to indicate omissions and 

defects in the contractor's performance and to identify actions that remain to be taken 

before the project can be accepted.  

The punchlist form should be prepared by the inspectors and the A/E.  The scheduling of 

formal punchlist inspections for substantial and final completion is the responsibility of the 

PM. It is also the responsibility of the PM team to identify that all non-compliance items 

have been completed and that adequate quality control during the construction process 

has been maintained to keep punchlists to a minimum.  

3.0 OCCUPANCY PERMITS 

Where occupancy permits are required, the authority having jurisdiction needs to be 

included in the inspection procedures.   Please see the permitting process summary from 

the State of Georgia, below:  
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8-CLS-0060: Release of Liens/Stop Payment 

Notices 
This procedure is to confirm that mechanic's liens/stop payment notices for labor, 

materials, and equipment are satisfied prior to project finalization.  Release of liens is an 

extremely critical part of the project closeout procedure.  

The primary responsibility for obtaining lien/stop payment notice releases is the PMT PM 

team member in charge of the contract closeout.  On phased construction, it may be the 
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Assistant PM responsible for the specific contract.  On other projects, it may be the 

responsibility of the PMT Closeout Manager.  

1.0 MECHANIC’S LIENS 

Mechanic's liens may be filed by all contractors and suppliers for labor, materials, and 

equipment used in the project.  While laws regulate the method and manner of filing 

mechanic's liens, it is usually required that a preliminary lien notice (Material’s Man Notice) 

be filed for the contractor/supplier to retain their rights to liens and to these monies.  A 

Preliminary Lien Notice or Material Man’s Notice is usually accompanied by a statement 

from the contractor/supplier indicating that the lien notice will be rescinded upon payment 

of a certain sum of money.  That sum of money is typically the current contract billing, less 

retention.  

In the case of public agencies, laws regulate the method and manner by which liens may 

be filed.  Generally, liens cannot be made against a public agency.  Instead of filing a 

Preliminary Lien Notice, the contractor/supplier files a Preliminary Stop Payment Notice.  

This performs the same function as a Preliminary Lien Notice, in that it protects the 

subcontractor/supplier's rights should either decides to file a Stop Payment Notice. If a 

public agency receives a Stop Payment Notice, it must encumber the funds from the prime 

contract until the Stop Payment Notice is released by the subcontractor.  

2.0 PRELIMINARY LIENS/STOP PAYMENT NOTICES/MATERIAL MAN’S 

NOTICE  

• Preliminary Lien Notices, or Preliminary Stop Payment or Material Man’s Notices, 

shall be reviewed by PM staff for accuracy.  

• The staff shall file the preliminary notices and provide a copy to the procurement 

agency representative. It is helpful to set up a spreadsheet of notices received with 

dates, names, etc. If the notices are filed after materials have been delivered or 

contractors have executed work onsite the right to lien may be disputed.  

• On District projects, the DCSD Procurement Specialist  will inform the Contractor 

that liens may not be filed, but that a Stop Payment Notice may be accepted.  

3.0 RELEASE OF LIENS/STOP PAYMENT NOTICES  

• Final payment is made upon completion and acceptance of all work and is 

conditional upon a final release by the contractor.  Such releases generally 

operate to bar all claims by the contractor including all claims for payment.  

• As required by the contract documents, the PMT PM shall obtain the appropriate 

Lien/Stop Payment Notice releases prior to final payment being recommended to 

the District from all suppliers, subcontractors, and contractor.  
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• The release of Liens/Stop Payment Notices requires a certification from the 

contractor and/or subcontractors and or suppliers.  

8-CLS-0070: Record Drawings 
The purpose of this procedure is to provide a method for confirming that record drawings 

are kept current throughout the construction phase of the project and are submitted for the 

District's records in the form and manner dictated by the contract documents after 

completion of the project.  

The primary responsibility for maintaining record drawings and furnishing them to the 

District after completion of the project lies with the contractor.  The PMT PM shall be 

responsible for confirming that the contractor is adequately maintaining record drawings 

that accurately reflect the project as actually constructed. The PMT PM shall also confirm 

that the record drawings are submitted to the A/E, in a complete fashion, in accordance 

with the requirements of the project specifications.  

1.0 RECORD DRAWINGS 

The PMT PM shall review the project specifications and become thoroughly familiar with 

the requirements for record drawings.  

During the pre-construction meeting, the PMT PM shall review with the contractor its 

responsibility to provide and maintain record drawings.  The PMT PM shall establish at 

what intervals of time the contractor's record drawings shall be reviewed.  (Typically, this 

review occurs at the end of the month that precedes the processing of the pay application.)  

In accordance with the established timeframe, the PMT PM or PMT PM's designee shall 

review the contractor's record drawings and determine if they are consistent with the work 

as actually installed.  All bulletins, changes, RFIs, addenda, etc., should be incorporated 

into the record drawing set, or "posted", as they are received.  

At substantial completion, the A/E shall obtain from the contractor the required number of 

record drawings (as determined by the project specifications), and review them for format, 

accuracy, and completeness.  The A/E shall certify to the District that same are adequate 

and complete. The A/E shall update the Final Construction Documents to reflect the as-

built or record documents furnished by the contractor. The A/E shall provide the District 

with the final record drawings, called the updated As-Built Final Construction Documents, 

as per the Contract.  

If Proliance has been used to manage the construction process, the contractor will have 

been able to access the construction documents throughout the construction period. The 

contractor will “red line” the drawings only. The A/E will make the actual changes. This will 

occur throughout the construction phase. The A/E will also include any changes which 

occurred and will issue a complete set of as-built drawings as part of the closeout 

procedure.  
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8-CLS-0080: Substantial Completion Certificate 
The Substantial Completion Certificate documents the completion of major physical 

contract work items established the final date to which liquidated damages, if any, are 

assessed, and summarizes the remaining non-physical work items to be completed prior 

to final completion and payment.  .  

The Contractor notifies the A/E and PMT PM by letter that the Project is substantially 

complete. The A/E creates, signs, and issues the Substantial Completion Certificate to the 

Contractor. 

The Contractor reviews and signs the certificate and submits to the PMT PM. 

The PMT PM confirms the information on the certificate and forwards the certificate to the 

Chief Operating Officer to obtain the Superintendent’s signature. 

 

1.0 SUBSTANTIAL COMPLETION NOTIFICATION 

Upon notification by the A/E, PMT PM, DAT PM and DCSD personnel that a substantial 

inspection has been performed and that all major punchlist items are complete, the A/E 

will fill out the Substantial Completion Certificate noting the date of substantial completion. 

The PMT PM will forward the Substantial Completion Certificate to the District, thereby 

initiating the contract acceptance procedure. 

Upon notification by the inspection staff and the A/E Team that a final inspection has been 

performed and that all punchlist items are complete, the A/E will fill out a final Approval for 

Payment Report certifying to the District that the Project is complete and that the Contractor 

is entitled to the remainder of the unpaid Contract Price. If the contractor refuses or fails to 

perform all punchlist items, unilateral withholds will be made and issued as deductive 

changes. Once any final change orders have been initiated, the Architectural Certification 

Form can be filled out by the A/E and forwarded to the PMT PM  for transmittal to the 

COO for submittal to the Board for Final Acceptance of the Project. 

8-CLS-0090: Final Completion and 

Recommendation for Acceptance 
This procedure establishes the steps to be taken to recommend project acceptance. It 
involves a Closeout Checklist which documents all elements of the project closeout and 
indicates to the District to accept the contract as complete. It documents completion of the 
physical and non-physical requirements of the contract and initiates acceptance 
procedures by the District. 
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The PMT PM is primarily responsible for completing the checklist and making the 
acceptance recommendation. Information for each element of the checklist will be provided 
by the PMT PM and PMT staff members.  

Upon completion of the punchlist items by the contractor and the final inspection, the PMT 
PM will initiate the closeout report. 

 

1. Closeout Checklist Completion 
 

A Closeout Checklist and Acceptance Recommendation form will be completed by the PM. 
Attachments in file folders will be referenced to the report by corresponding check boxes, 
directory names and hard storage locations. Instructions for completing the checklist are 
as follows. 

 
1.1 Section One: Project Identification 
 

The PMT PM will identify the full project name as well as the District’s project number. 
 

Example: 
Project Name: John R. Lewis ES – New 900-Seat Prototype ES 
DCSD Project Number: 22135 
Proliance Proj. Number: 221-423 
 
 
1.2 Section Two: Checklist items 

The PMT PM will review the items required by the checklist as they pertain to the Project. 
Particular attention shall be paid to the items that list multiple documents under one 
heading. The PMT PM will indicate which items are present and their current storage 
location. The electronic items will be labeled to match the checklist and moved to the 
proper Proliance location. 

 
1.3 Section Three: Personnel Identification 

The PMT PM will review the sign-off sheet for proper identification of the required 
personnel and adjust the document as needed. The PMT PM will sign and date, in the 
indicated location, recommending acceptance of the Project as complete. Then the 
document will be forwarded to the PMT Closeout Manager for signature. In turn the PMT 
Closeout Manager will forward the document to the PMT PM Program Director for 
signature. And, finally the document will be presented to the DCSD Closeout Manager for 
signature and acceptance. 
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8-CLS-0100: Final Payment 
The final payment reconciles the amount paid to the contractor with the total contract price 

and initiates the timeframe specified by the contract for submittal of claims.  

The Contractor completes the final payment recommendation and submits to the A/E for 
approval.  Once approved by the A/E, a Final Approval for Payment letter is created by 
the A/E, which along with the pay request, is submitted to the PMT PM for review. The 
PMT PM reviews the final payment recommendation and submits it to the District for 
approval 

1. GENERAL  

After the FINAL completion certificate is accepted by the District and the release of liens 

have been received, the PMT PM will monitor all outstanding non-physical work items until 

they are complete such as O&M manuals, Owner training, record/as-built drawings, 

warranties, etc.  Upon completion of all contract requirements, or the development of 

credit changes, the final payment will be initiated.  

The final payment is included in the acceptance recommendation package and will contain 

deductions for withholdings for incomplete work and liquidated damages, if applicable.  It 

will also account for all final COs and releases of retention.  

8-CLS-0110: Financial Closeout 
This procedure establishes the steps to be taken to close out the Financial portion of the 

Project after acceptance of completion by the School District. It involves the Project 

Closeout Procedure as compiled by the Director of Planning & E-SPLOST Programming 

and staff. This procedure documents all elements of the project and indicates to the District 

the total completion of the Project. 

The PMT PM is primarily responsible for completing the procedures and checklist and 

submitting the acceptance recommendation. Upon occasion the PMT Closeout Manager 

will complete the procedures. Information for each element of the checklist will be compiled 

by the PMT PM and PMT staff members. 

Upon completion of the 11 Month Warranty Walk by the Principal, A/E, PMT PM and 

contractor the PMT PM will initiate the financial closeout report. 

 

1. Financial Closeout Procedure 
 

A Financial Closeout Notebook and Checklist will be completed by the PMT PM and 

submitted to the Director of Planning & ESPLOST Programming. The Notebook will contain 

5 sections: Closeout Checklist, Scope Narrative, Budget Summary, Munis Confirmation, 

and Contractor Closeout Checklist. 
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1.1 Section One: Financial Closeout Checklist 
 

The PMT PM will identify the full project name as well as the District project number, and 
final cost amount. 
 
Example: 
Project Name: John R. Lewis ES – New 900-Seat Prototype ES 
DCSD Project Number: 22135 
Proliance Proj. Number: 221-423 
Final Cost: $30,934,810.67 
 

When sections are completed the PMT PM will indicate, in the check box, that the section 

items listed are present within the notebook. The PMT PM shall ensure that the items within 

the notebook shall be copied and uploaded to Proliance in the Closeout Section. 

Upon completion of all sections the PMT PM will review the sign-off sheet for proper 

identification of the required personnel and modify the document as needed. The PMT PM 

will sign and date, in the indicated location, recommending acceptance of the Project as 

financially complete. 

 
1.2 Section Two: Scope Narrative 
 

In this section the PMT PM will create a one-page document listing the original project 

scope, as given to the Architect. Next a detailed paragraph of the actual scope delivered 

by the contractor. And finally, the PMT PM will create a synopsis of the scope changes 

caused by field conditions, the District or by outside agencies. 

 

1.3 Section Three: Budget Summary 
 

The PMT PM will supply the final numbers for the following items; Original Project Budget, 

Final Project Budget, Final Project Expenses, and the remaining project budget. If 

requested by the District the PMT PM will create a closeout budget reallocation to bring 

the Project budget to a zero balance.  

The PMT PM will fill out the first table shown on the form. This table shows all cost codes 

for the Project with individual budget dollar amounts and expense dollar amounts for each 

cost code. 

The PMT PM will then fill out the last table which will list all budget reallocations along with 

a brief description of the reallocation. This table lists the date of the reallocation, the 

amount transferred, the current Project balance and notes about the transfer. 

 

1.4 Section Four: Munis Confirmation of Expenses & Budget 
 

The PMT PM will print a copy of the current Munis budget report. This report is to 
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correspond with the budget dollar amounts shown on the Budget Summary. 

The PMT PM will engage the District Accounting Manager to obtain a copy of all expenses 

charged to the Project through Munis. The PMT PM will also ask for a copy of all expenses 

charged through TERMS if the Project is old enough to be in that system. 

 
1.5 Section Five: Contractor Closeout Checklist & Extras 
 

The PMT PM will insert copies of all executed Contractor Closeout Checklists, along with 

copies of the executed transmittals for final pay applications for Contractors and A/E’s. 

 
1.6 Completion of Financial Closeout Process 
 

The PMT PM will fill out a Design & Construction Transmittal for the Financial Closeout 

Notebook. This transmittal will be located at the front of Section One. 

 
After the PMT PM recommends acceptance of the Project as financially complete the 

notebook will be forwarded to the PMT Closeout Manager for signature. In turn the PMT 

Closeout Manager will forward the notebook to the PMT Program Manager for signature. 

And, lastly, the notebook will be presented to the DCSD Account Manager, also known as 

Director of Planning & E-SPLOST Programming, for review, signature, and acceptance by 

the District. 
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Included in this Chapter are: 

 9-SAF-0010: Program Manager’s Safety Responsibilities 

9-SAF-0010: Program Manager's Safety 

Responsibilities 
• The objective of this section is to establish safety and health requirements during 

the construction phase of projects.  

• All employees have responsibility for accident prevention and compliance with 

corporate and regulatory standards. Primary responsibility for safety program 

implementation lies with line managers. Specific responsibilities for safety and 

health related matters are as follows:  

1.0 Safety Responsibilities 
 

1.1 PMT Management  
 

Management is responsible for:  

• Commitment to the protection of employees and compliance with regulations 

• Support for the District and Contractors Safety Program through observation 

enforcement, budget, and maintaining adequate person protective equipment 

(PPE). 

• Only accepting work that can be performed safely and stopping work that is unsafe. 

 

1.2 Project Managers  
 

Project Managers are responsible for:  

• Providing safety leadership on their projects 

• Only accepting work that can be performed safely and stopping work that is unsafe 

and working through the contractor to stop work that is unsafe.  

9 

SAF 
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• Conducting a project health and safety assessment (or equivalent) for all projects 

involving field work 

• Implementation of the project health and safety program as indicated by the 

assessment 

• Obtaining health and safety technical support as needed to assist with program 

implementation 

• Meeting District health and safety expectations 

• Enforcement of project safety requirements 

• Providing required Personal Protective Equipment (PPE) as outlined in the health 

and safety assessment. 

 

1.3 Employees  
 

Employees are responsible for:  

• Compliance with the Health And Safety Program (HASP) requirements including 

the project site-specific program (SSP). 

• Compliance with District health and safety requirements 

• Reporting of unsafe work conditions, injuries, and other health and safety incidents 

 

2.0 Project Planning  
 

All projects will be required to complete a Project Safety Plan (PSP) prior to field 

mobilization. The PSP will detail the contractual safety obligations for each project and 

specific procedures to be utilized by the field team in order to implement these 

requirements. The completed PSP will be submitted to the District, and in compliance with 

current standards. 

3.0 Construction Contractor Coordination  

The completed PSP will provide the necessary guidance to field team members regarding 

the specific safety responsibilities and coordination with construction contractors on the 

project. In general, the construction contractor is wholly responsible for executing the 

project in a safe manner and complying with all applicable contracts and governmental 

requirements related to Safety and Health. Unless otherwise specified (i.e., through 

contract terms and conditions approved by management and through specific procedures 

established in the PSP), PMT Team does not assume responsibility for the Safety and 

Health of the construction contractor, testing agency, District, regulatory agency, visitor, 

suppliers, and/or public personnel. Unless otherwise directed by the PSP, no PMT member 

shall instruct, direct, approve, or disapprove of any safety-related matter concerning these 

other parties. Additionally, PMT members shall not direct, approve, or disapprove of the 
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construction contractor’s methods, extent, or duration of a safety-related control system or 

procedure. PMT Team personnel will bring safety concerns to the attention of the 

construction contractor immediately upon observation. 

4.0 Contractor Notification  
 

When required by the PSP and/or contract to notify a construction contractor of an 

observed unsafe condition or activity, the PMT PM or PMT field representative shall utilize 

the Safety Violation Notice. A copy of the Notice shall be placed in the permanent project 

file and routed to other parties (i.e., the District, the contractor, PM, etc.) as required by the 

contract. Where possible, the Notice should cite the specific section of the contractor’s 

safety plan and/or applicable governmental regulation that is in question.  

Appropriate follow-up on all Safety Violation Notices issued to contractors is required. In 

most instances, the construction contractor will respond to the Notice and indicate the 

corrective action taken. If no follow-up is provided, the PMT PM shall determine if the 

concern has been alleviated and document the findings as a follow-up report to the project 

file. If the Notice receives no action from the contractor, Potential actions to be 

recommended by the PMT PM include, but are not limited to, direct discussions with the 

contractor, direct discussions with the District, involvement of the CIP Health and Safety 

staff, or notification of the local OSHA office.  

5.0 Documenting Jobsite Incidents/Injuries/Illnesses  

The updated Safe Work Plan (SWP) replaced the prior Health and Safety Plan (HASP) 

and includes associated Task Hazard Analysis (THA) forms that together, provide 

guidance regarding the mandatory and expected practices and policies to be used by the 

PMT. The following items are cover in the SWP: 

• AECOM Safety Policies / Safety For Life 

• Site Information and Program Scope of Work 

• Training and Documentation 

• Hazard Assessment and Control 

• COVID-19 / Pandemic Guidance 

• Personal Protective Equipment 

• Site Control 

• Emergency Response 

• Notifications and Reporting 

• Personnel Acknowledgement and Disclaimer 
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Glossary of Construction & CIP Terms 

Active Project  

A project is considered active when the Planning phase begins and ends 

when the project enters the Closeout phase.  

ADA 

The Americans with Disabilities Act gives civil rights protection to individuals 

with disabilities similar to those provided to individuals on the basis of race, 

color, sex, national origin, age, and religion. It guarantees equal opportunity 

for individuals with disabilities in public accommodations, employment, 

transportation, state and local government services, and 

telecommunications. 

Addendum 

(pl. - Addenda) Written information adding to, clarifying or modifying the 

solicitation documents. An addendum is generally issued by the District to 

the bidders or proposers during the solicitation process and as such, 

addenda become part of the contract documents when the contract is 

executed. 

Alternate Bid 

Amount stated in the bid to be added or deducted from the base bid amount 

proposed for alternate materials and/or methods of construction. 

Application for Payment 

Contractor's written request for payment for completed portions of the work 

and for materials delivered or stored in accordance with the requirements 

of the contract for the respective project. 

BAFO 

Best And Final Offer. Used in the solicitation process to indicate that no 

further negotiation on the amount or terms is possible. It can also be a bid 

containing final pricing and deliverables, submitted by bidding contractors 

based on the outcome of the negotiations conducted during the initial bid 

stage. 

Bid 

An offer or proposal of a price, including the amount offered or proposed. 
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Bid Form 

A standard written form furnished to all bidders for the purpose of obtaining 
the requested information and required signatures from the authorized 
bidding representatives. 

Bid Opening 

The actual process of opening and tabulating bids submitted within the 

prescribed bid date/time and conforming with the bid procedures. A Bid 

Opening can be open (where the bidders are permitted to attend) or closed 

(where the bidders are not permitted to attend). 

Bidding Documents 

The published advertisement or written invitation to bid, instructions to 

bidders, the bid form and the proposed contract documents including any 

acknowledged addenda issued prior to receipt of bids. 

Change Order (CO) 

A written document analyzed and recommended by the A/E and Program 

Manager, and approved by DCSD Design & Construction Department, and 

executed by the DCSD Superintendent and BOE as appropriate, 

authorizing a change in scope of work, an adjustment in the contract price, 

or the contract schedule. The contract sum and the contract time may be 

changed only by change order. A change order may be in the form of 

additional compensation or time; or less compensation or time, known as a 

Deductive C.O. 

Change Order Request (COR) 

A written document requesting a change in scope of work, an adjustment 

in the contract price, or the contract schedule.  

Closed Project 

A project is considered closed when all final contract payments have been 

made, any claims settled, and all remaining project monies are transferred 

to the Programs’ contingency fund.   

Construction Document Phase 

The construction document phase is generally the third phase of design.  

The CD phase follows right after the DD Phase.  In this phase the A/E and 

engineer develop much of the details of the project along with the drawings 
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and specifications that the contractor will use to build the project.  In many 

cases CD’s are further broken into sub-phases; 30% CD’s, 60% or 80% 

CD’s and 100%CD’s. 

Design Development Phase 

Design Development Phase or “DD” means the phase in which design 

documents are continued from the approved schematic design phase, and 

which begins to identify site, mechanical, electrical, plumbing, structural 

and architectural details..  

Facility or Site Analysis 

A visual inspection of a building and on-site improvements for functional or 

physical deterioration; prepare optional Replacement Cost Estimate for 

making recommendations to improve functional and physical deficiencies 

to increase market value; and/or prepare a Reserve Study over five (5) 

years to increase Net Operating Income (NOI) for the facility. 

GC 

Abbreviation for General Contractor. 

General Conditions 

A written portion of the contract documents set forth by the owner stipulating 

the contractor’s minimum acceptable performance requirements including 

the rights, responsibilities and relationships of the parties involved in the 

performance of the contract. General conditions are usually included in the 

book of specifications but are sometimes found in the architectural 

drawings. 

General Contractor 

The prime or main contractor to the Owner that is contracted to perform all 

work agreed upon in the project scope of work, schedule, and sum. 

Indirect Cost (or expense) 

A contractor’s or consultant’s overhead expense; expenses indirectly 
incurred and not chargeable to a specific project or task. The terms indirect 
costs and soft costs are synonymous in this usage. 
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Lump Sum Contract 

A written contract between the owner and contractor wherein the owner 

agrees to pay the contractor a specified sum of money for completing a 

scope of work consisting of a variety of specified items or work. 

Notice of Award  

Written confirmation of an award of a contract by the Owner to a successful 

proposer or bidder; it may also contain a notice to proceed, and it is 

sometimes used in lieu of a purchase order to a vendor.  

Notice To Proceed (NTP) 

A letter from the Owner to the A/E, Engineer, Consultant and/or Contractor 

stating the date the work can begin per the conditions of the contract. The 

performance time of the contract starts from the NTP date.  

Obligations 

Funds that are committed by an executed contract. 

Plans 

A term used to represent all drawings including sections and details; and 

any supplemental drawings for complete execution of a specific project. 

Preliminary Drawings 

The drawings that precede the final approved drawings. Usually, these 

drawings are stamped or titled "PRELIMINARY"; and the "PRELIMINARY" 

is removed from the drawings upon being reviewed and approved by the 

owner. 

Pre-qualification of prospective bidders 

A screening process wherein the owner or an appointed representative 

gathers background information from a contractor or construction 

professional for selection purposes. Qualifying considerations include 

competence, integrity, dependability, responsiveness, bonding rate, 

bonding capacity, work on hand, similar project experience, safety 

performance history, and other specific owner requirements. 

QSCB 

Abbreviation for Qualified School Construction Bond, a U.S. debt 

instrument created by the American Recovery and Reinvestment Act of 

http://www.businessdictionary.com/definition/letter.html
http://www.businessdictionary.com/definition/owner.html
http://www.businessdictionary.com/definition/contractor.html
http://www.businessdictionary.com/definition/condition.html
http://www.businessdictionary.com/definition/contract.html
http://www.businessdictionary.com/definition/performance.html
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2009. QSCBs allow schools to borrow funds for the rehabilitation, repair 

and equipping of schools. Funds can be used for renovation and 

rehabilitation projects, new building construction and land acquisition, as 

well as equipment purchases.  

RFI 

Abbreviation for Request for Information. A written request from a 
contractor to the owner or A/E for clarification or information about the 
contract documents following contract award. 

RFP 

Abbreviation for Request For Proposal. A written request from the requestor 

(usually the owner or a contractor) to a contractor, design professional, 

consultant, or subcontractor for a proposal of services and potentially a 

price proposal. The RFP usually contains a specific scope of work. 

Safety Report 

The Occupational Safety and Health Act of 1970 clearly states the common 

goal of safe and healthful working conditions. A Safety Report is prepared 

following a regularly scheduled project safety inspection of the specific 

project. 

Schedule of Values 

A statement furnished by the contractor to the A/E or engineer reflecting the 

portions of the contract sum allotted for the various parts of the work and 

used as the basis for reviewing the contractor's applications for progress 

payments. 

Schematic 

A preliminary sketch or diagram representing the proposed intent of the 

designer. 

Schematic Design Phase 

The first phase of the A/E's basic services in which the A/E consults with 

the owner to ascertain the requirements of the project and prepares 

schematic design studies consisting of drawings and other documents 

showing the scale and project components for the owner’s approval. 
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Scheme 

A chart, a diagram, or an outline of a system being proposed. An orderly 

combination of related construction systems and components for a specific 

project or purpose. 

Scope of Work 

The Scope of Work (SOW) is the written portion in an agreement where the 

work to be performed is described. The SOW should contain any 

milestones, reports, deliverables, and end products that are expected to be 

provided by the performing party. The SOW should also contain a timeline 

for all deliverables and completion of the entire SOW. 

Special Conditions 

A section of the conditions of the contract, other than the General 

Conditions and Supplementary Conditions, which may be prepared for a 

particular project. Specific clauses setting forth conditions or requirements 

peculiar to the project under consideration, and covering work or materials 

involved in the proposal and estimate, but not satisfactorily covered by the 

General Conditions. (See General Conditions) 

Structural Design 

Structural design is the methodical investigation of the stability, strength, 

and rigidity of structures. The basic objective in structural analysis and 

design is to produce a structure capable of resisting all applied loads without 

failure during its intended life.. 

Swing Space 

Space used to temporarily house the occupants of a facility that are 

displaced during a construction project. 

Sub 

Abbreviation for Subcontractor. 

Subcontract 

A written form of agreement between the prime or main contractor and 

another contractor or supplier for the satisfactory performance of services 

or delivery of material as set forth in the plans and specifications for a 

specific project. 
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Subcontractor 

A qualified subordinate contractor to the prime or main contractor. 

T&M 

Abbreviation for a contracting method called Time and Materials. A written 

agreement between the owner and the contractor wherein payment is 

based on the contractor's actual cost for labor, equipment, materials, and 

services plus a fixed add-on amount to cover the contractor’s overhead and 

profit. 

Unit Price Contract 

A written contract wherein the owner agrees to pay the contractor a 

specified amount of money for each unit of work successfully completed as 

set forth in the contract. 

Variance 

This report uses the term variance to indicate the calculation of the current 

budget less the forecasted cost at completion. A positive variance amount 

does not indicate that funds are available for use on additional projects. The 

original scope of work must be completed before funds can be reallocated. 

Zoning 

Restrictions of areas or regions of land use within specific geographical 
areas based on permitted building size, character, and uses as established 
by governing urban authorities. 

Zoning Permit 

A document issued by a governing authority having jurisdiction permitting 

land to be used for a specific purpose. 

Construction Delivery Methods 

Design/Bid/Build 

Under this traditional method, an architectural firm is hired and serves as 

the owner’s agent. Although the firm may have numerous responsibilities, 

including the selection of consultants, its primary responsibility is to provide 

and oversee the design and construction documents for the project. As the 

design progresses, cost estimates are periodically prepared by the A/E firm 

and external cost estimators. Once the construction documents and 
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specifications are finished, and other requirements of the owner have been 

met, the project is bid and subsequently awarded to the Bidder whose bid 

is the lowest responsive responsible bid. 

Design/Propose/Build 

Under this traditional method, an A/E firm is hired and serves as the owner’s 

agent. Although the firm may have numerous responsibilities, including the 

selection of consultants, its primary responsibility is to provide and oversee 

the design and construction documents for the project. As the design 

progresses, cost estimates are periodically prepared by the A/E firm and 

external cost estimators. Once the construction documents and 

specifications are finished, and other requirements of the owner have been 

met, the project is solicited as a Request for Proposals and subsequently 

awarded to the Offeror whose proposal is most advantageous to the Board 

of Education. 

Construction Manager at Risk 

This system of delivery is similar to that of Design/Bid/Build with three key 

differences. First, a construction manager is hired during the 

preconstruction phase to manage the construction process, including the 

selection of subcontractors. Second, through coordination between the A/E 

and construction manager, the design and construction phases can be 

overlapped thereby expediting the delivery process. Third, the construction 

manager, who is responsible for quality control, scheduling and the 

estimate of construction costs, provides a guaranteed maximum price for 

the project. 

Design/Build 

Rather than hiring an A/E, under Design/Build the owner enters into a 
contract with a single firm with design and building capabilities or a 
construction entity that employs the A/E as a consultant. As with the 
aforementioned delivery system, a guaranteed maximum price for the entire 
project may be provided, construction management techniques to overlap 
design and construction phases are utilized, and the overall project delivery 
is expedited. 
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CIP Project Phase Descriptions 

Planned 

This is the status of upcoming projects that are part of the SPLOST program 

but have not yet started yet. 

Pre-Design and Programming 

This is the first active phase of a project, during which a project manager is 

assigned and the scope of work to be performed is developed in greater 

detail.  Once the project manager has analyzed the project and completed 

scoping, the project moves into Design Procurement. 

Design Procurement 

This is the phase where architectural or engineering services are procured 

for a project. It may involve the RFP, proposal, award, contract review, and 

contract execution activities. 

Design 

Once an A/E is awarded a design services contract, design work 

commences with the NTP.  During design the project scope is further 

developed into construction documents that will be used to define the work 

for the contractor to complete on-site. 

Pre-Construction 

The Pre-Construction phase consists of construction procurement, as well 

as coordination by the CIP Team for any other activities prerequisite to 

construction, i.e., relocation into swing space. 

Construction 

Construction begins once the contractor is issued an NTP.  The primary 

scope pf work is provided, delivered, installed, or put in place during this 

on-site activity of a project.  

Close-out 

Upon Substantial Completion, the final inspection, submission of necessary 

documentation, acceptance, and concluding payment on a construction 

project, as required by the contract documents. 
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Closed 

All design, construction, and close-out requirements for the project have 

been completed and accepted by the owner.  Final payment has been 

made, and the project is no longer active.  Note: project warranties (as 

applicable) may still be enforced and are not affected by the project status. 

Non-Construction Project 

This phase relates to activities within the CIP that are on-going throughout 

the length of the program or are not buildings projects and more 

administrative by nature. These projects are generally supporting activities. 

Construction Project Financial Terms 

Original Budget 

The budget amount assigned to the project for the original scope of work. 

Budget Revisions 

Changes made to the budget of each individual cost code for the project. 

These changes are tracked during the duration of the project. 

Current Budget 

The current budget represents the original budget plus or minus any budget 

revisions. 

Original Contract Amount 

Once a vendor has been awarded a contract for any portion of work for the 

project, the original contract dollar amount is recorded. Each contract is 

placed within the appropriate cost code. 

Executed Change Orders 

A change order is work that is added to or deleted from the original scope 

of work of a contract, which alters the original contract amount or completion 

date. 

Current Contract Amount 

The current contract represents the original contract plus or minus any 

executed change orders. 
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Paid To Date 

This represents payments that have been issued to a vendor against its 

contract. 

Approved Requests Waiting Payment 

This is vendor pay requests that have been approved for payment and are 

in the process of having a check released. 

Contracted Balance 

The calculation of a vendor's current contract amount less any pay requests 

that have been paid or approved to be paid. This provides a status of the 

financial obligation to complete the contract. 

Change Order Requests 

Change Order Request (COR) is a request from the contractor for  

additional scope of work items. This is part of the construction process and 

is a place holder for funds against the existing contract. The COR  may 

add or remove any portion of work from the project.  After approval, 

multiple CORs may be combined into a single change order for the contract. 

As used in this report, COR amounts serve as placeholders on the 

applicable budget and will only impact the budget after final approval of the 

related CORs is achieved via either final DCSD signatures or Board of 

Education approval and final DCSD signatures. 

Estimate To Complete Forecast 

The Estimate To Complete (ETC) Forecast is a manual analysis of the 

projects expected cost needed to complete all the remaining work. This is 

a place holder for work that is not currently under contract but will be at 

some point in the future to complete the project. This is not a calculated 

field, rather a manual estimated amount based on a periodic review of the 

project status. This analysis includes CORs for which approval is pending 

and other future work not yet identified and memorialized in CORs.  

Estimate At Completion 

The Estimate At Completion (EAC) is calculated by adding the current 

contract plus the CORs plus the estimate to complete for all of the remaining 

work. 
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Forecasted Budget Balance 

The Forecasted Budget Balance column represents the current budget less 

the estimate at completion.  

 


