C-1200 

Design and Design Review



1.0 Purpose

This procedure describes the design review process used to develop design and construction contract documents.

2.0 Applicability

This procedure applies to all ORF projects that require design services, including review of scopes of work for projects that do not require a formal design.

3.0 Responsibilities

3.1 The PO is responsible for managing the design submittal process, obtaining submittal reviews from the organizations identified on the Policy Review Board (PRB) Design Review Matrix and obtaining other reviews from other organizations (such as the National Capital Planning Commission, SHPO, local jurisdictions, etc.) that may be required.  The Policy Review Board consists of:

· ORF Division of Policy and Program Assessment

· ORF Division of Facilities Planning 

· ORF Division of Property Management  

· ORF Division of Environmental Protection

· ORS Division of Occupational Safety and Health 

· ORS Division of Radiation Safety

· ORS Division of the Fire Marshal 

· ORS Division of Physical Security Management 

· Center for information Technology

· Office of Facility Management, Clinical Center

3.2
The PRB reviewer is responsible for attending the Design Kick-Off meeting. The PRB reviewer is responsible for reviewing the design submittals (and scopes of work for projects without a formal design) and providing timely comments to the Project Officer.  The PRB reviewer is responsible for reviewing A/E responses to their comments and providing timely responses to the A/E responses. The PRB reviewer is responsible for assisting the Project Officer in obtaining resolution to their comments when a dispute arises.

4.0 Procedure

4.1 The PO/designated representative sets/attends the design kick-off meeting and invites the PRB representatives to attend.  This meeting is to meet with the customer and verify the scope of work, and ensure that the A/E understands the NIH project requirements, including but not limited to those of the IC and PRB.

4.2 The PO informs the designers that all construction drawings for the project must be in accordance with the NIH CAD Deliverable Standards.

4.3 If variances are required to the NIH Design Policy and Guidelines, the PO submits them to DPPA in accordance with the requirements in the Guidelines.

4.4 The design process follows the requirements stated in the A/E scope of work and it usually includes three to five submissions as follows:

· 15% - Schematic design concept

· 35% - Design development

· 70% - Construction document progress

· 95% - Construction document progress

· 100% – Final construction documents

4.5 Upon receiving the design submission, the PO verifies that the submission includes all the contracted deliverables (specs, estimate, calculations, etc).

4.6 If the submission is incomplete, the PO directs the A/E to provide the missing components immediately and does not proceed with the review process until all components are provided.

4.7 When the submission is complete, the PO distributes the design submission to the Customer and provides the Administrative Officer with the cost estimate and budget documents.  Also the PO shall provide both a hard copy and an electronic copy of the submittal to each organization identified for review on the PRB Design Review Matrix. The PRB is a limited group of organizations and does not necessarily include all reviews that the PO is required to obtain for any given project.  The PO must determine if other organizations within NIH or outside NIH are required to review a project and provide appropriate documents for their review. PO shall also arrange for constructability reviews.

4.8 All reviewers, including the PRB, will review the design, and provide electronic comments using the ORF/ORS Design Review Comment System.  The PRB reviewers shall submit their comments to the PO within 14 calendar days of receipt of the submission, unless a longer timeframe to provide comments is defined by the PO. 

4.9 If a submission has serious/numerous errors and/or omissions, the PRB representative should recommend that the PO reject the submission, require that the A/E correct the deficiency and resubmit the documents.  The reviewer shall provide comments using ORF/ORS Design Review Comment System outlining the degree of deficiencies to the PO as a basis for recommending rejection and the reviewer must notify the PO’s supervisor of this recommendation.  If the PO decides to proceed in approving a submission that a PRB reviewer recommends rejecting, the PO must have concurrence from his/her supervisor.  The PO would remain responsible for ensuring that concerns raised by the PRB were addressed and resolved.

4.10 The PO transmits the review comments to the A/E and includes the “Design Submission Progress Payment” letter, which notifies the A/E that a submission was:

4.10.1 Accepted and the A/E is authorized to proceed to the next submission and to invoice work through that submission, or

4.10.2 Rejected for reasons specified and the A/E is required to resubmit.  Approval of payment would not be authorized until resubmission was received, reviewed and found acceptable.

4.11 The PO shall ensure that the A/E annotates each review comment with a code and that the A/E returns the responses to the comments to the PO within 7 calendar days following receipt of comments.  Response codes shall be:

A: Agree.  Will incorporate into next submission (If comment cannot be incorporated in the next submission, the A/E shall indicate which submission it will be incorporated into.)

D: Do Not Agree.  Will provide written explanation.

I:  Information Only.  No action required.

4.12 The PO will distribute the responses to all reviewers when they are received from the A/E.

4.13 It is the responsibility of each reviewer to confirm that their accepted comments have been incorporated into the next design submission.  Failure of the reviewer to respond to the A/E’s responses shall imply agreement with the A/E’s responses.   The A/E’s failure to incorporate accepted comments may be a cause for rejecting a submission.

4.14 Each reviewer will confirm acceptability of the A/E response to their comments within 14 calendar days. The reviewers shall respond to the A/E responses using the ORF/ORS Design Review Comment System with a code as follows:

A: Accept

N: Do Not Accept (Will provide written explanation)

DC: Delete Comment

4.15 Upon receiving reviewers’ responses (including those of the PRB) to the A/E responses, the PO may set up a meeting or conference call to resolve issues.

4.16 If any reviewer takes exception to the responses given to their comments by the A/E, and the A/E and/or PO cannot reach resolution with the reviewer, the A/E initiates a PRB Comment Dispute Resolution Board Form for resolution and the DPPA Coordinator arranges the meeting. The Resolution Board shall consist of upper management representatives from ORF and ORS as required.  The PO, A/E and PRB reviewer who made the comment shall present both arguments; however, these individuals will not be voting members on the resolution board.  DPPA documents the decisions made by the Board on the project’s ORF/ORS Design Review Comment Form.  In addition, if the AE’s position is upheld, DPPA initiates a variance request and forwards it to the PO for the record.  If the A/E’s position is not upheld, the PO directs the A/E to comply with the reviewer’s comment.

4.17 The PO monitors the design progress against the project plan and revises the Project Plan as necessary.

4.18 The above review process is repeated for each design submission.

4.19 Before finalizing design, the PO submits a request for obtaining temporary space to use for staging during construction, if necessary.

4.20 For the final submission, the PO ensures that all comments are resolved and requirements of the project plan are met.

4.21 At the completion/acceptance of the final design documents, the DPPA Coordinator obtains the signatures of the PRB organization representatives on the NIH Building Permit, signifying their approval of the final design drawings (or scope of work if applicable) prior to award of the Construction Contract.   For leased facilities, approval by the local authorities is the responsibility of the lessor and their contractors.

5.0   Related Procedures

C-300, Develop Project Plan & Revised Project Plan

C-500, Design Procurement

C-600, Construction Procurement

C-1250, Design Policy and Guidelines Variance Request

C-1500, Project Cost Estimating Procedure

C-2050, Environmental Permitting / Approvals 

C-2080, Staging / Mobilization Plan Acceptance Process

6.0   Relevant Documents

Not Applicable

7.0   Records

Project Plan with a hard copy of all attachments

ORF/ORS Design Review Comments and Responses

Approved 35% Design Signed by Institute/Center (IC)

Design Submission Progress Payment for each submission

PRB Comment Dispute Resolution Forms, if applicable

PRB Approved Final Design Drawings or Scope of Work, if applicable

Project Specific Variances to the NIH Design Policy and Guidelines, if applicable

Electronic copy of latest approved design documents (may include POR, studies, plans, specifications, cost estimates, etc.)

Electronic copy of review comments/meeting minutes/approved design modifications

NIH Building Permit, if applicable



