    C-2300 
Electronic Process of Deliverables

Progress meetings, Submittal and 

RFI Review



1.0
Purpose

This work instruction describes progress meetings, submittal and RFI review, which are required for all construction projects and to ensure its proper compliance with contract documents and requires them to be kept and tracked using ORS/ORF electronic system. Furthermore, responses to RFI=s are to be well managed and tracked so that issues can be resolved in a timely manner.

2.0 Applicability

This procedure applies to all ORF construction projects in NIH owned and leased facilities.

3.0
Responsibilities

The PO is responsible for holding construction progress meetings, review and approval of contractor submittals, and reviewing and obtaining answers for contractor RFI’s.  The PO is responsible for managing and tracking responses to RFI=s so that issues can be resolved in a timely manner. 

4.0
Procedure 

4.1
Progress Meetings
4.1.1    The PO notifies the CO of all progress meetings and invites all stakeholders to attend. Minutes of the meetings are kept by the PO, AE or contractor as per contract requirements. Meeting minutes are distributed to all stakeholders, whether present at the progress meeting or not.

4.1.2   Attendees of progress meetings usually include PO, AO, A/E, A/E=s representatives, contractor personnel, and each subcontractor or supplier as required, depending on the specific issues to be discussed. In general, meetings are held biweekly.

4.1.3   As a minimum, the meeting must cover the following:

· Project information

· Attendees

· Status of long lead items

· Action items, including due date for each

· Any conflicts or discrepancies

· Progress to date/schedule look ahead using Earned Value (EV) reports (7 day, 14 day, 30 day)

· Construction technical matters (keep running reference log of all unsolved issues)

· New business items

· Review of submittal log taking EV into account

· Review of utility shutdown notification/logs and road closure

· Review of RFI=s log

· Review of change orders/proposal status

· Progress Payments based on EV

· Project Safety-obstructions, hazards and risks

· Next meeting schedule

· Customer complaints/damages

· Review of testing logs

· Housekeeping and progress cleaning

· Deficiencies

· Quality and work standards

· Deliveries

· Off-Site Fabrication

· Access

· Security issues

· Temporary facilities and controls

· Updating of record documents

4.2   Submittals:
4.2.1 The contractor forwards submittals (shop drawings/manufacturers catalog cuts/samples)to the PO, A/E, or CQM (depending on the contract requirements). The PO, A/E, or CQM date stamps the submittals when they are received.

4.2.2 Where there are more than a few submittals involved in the project, the PO, A/E, or CQM records item in a submittal register. A list of all the subcontractors involved in the construction project also is required. Long lead items are identified and the submittal status tracked. The submittal register is updated routinely with each submission.

4.2.3 Following material shall be provided and shall be considered a part of completion of work for the purpose of payment: 
4.2.3.1
Operation and Maintenance Manual (O&M Manual), Bound hard copy and electronic media (PDF files) of such on CD

4.2.3.2
As-built/conformed specification, Bound hard copy and electronic media (Microsoft Word files) of such on CD

4.2.3.3
As-built drawings, Bound hard copy and electronic media (drawing files) of such on CD

4.2.4
The PO, A/E, or CQM determines if the submittal is complete before forwarding it for review. 

4.2.5   The PO, A/E, or CQM distributes submittals to reviewers (A/E, CM, Fire Prevention and Life & Safety Division, etc.) and requests comments within an agreed time frame.  Reviewers return comments to the PO, A/E, or CQM.

4.2.6 The PO, A/E, or CQM coordinates the comments on the submittal, recommends an action, returns the submittal to the contractor for an appropriate action and updates the submittal register. The PO, A/E or CQM marks the submittal with one of the following actions:

4.2.6.1 Approved” or “Approved as Noted”:  The work covered by the submittal may proceed, provided it complies with the notations or corrections on the submittal and with the requirements of the Contract Documents.

4.2.6.2 "Approved as noted, Resubmission not required":  The contractor is authorized to proceed with work as noted provided the contractor takes no exception to the notations.

4.2.6.3 "Approved as noted, Resubmission Required": The contractor is authorized to proceed with portions of the work as noted.  The contractor must resubmit those items/components so noted with additional information or requirements, for approval, before work may proceed on that portion of the submittal.

4.2.6.4 "Disapproved":  The submittal is incomplete or does not comply with design concept or requirements of the contract documents.  No work shall proceed for this item until resubmittal with appropriate changes is approved.

4.2.6.5 "Receipt Acknowledged" or no action:  Submittals that are for the record or for information only or for another purpose not requiring review action.

4.2.7   The final accepted submittal is returned to the contractor for implementation.

4.3   Request For Information (RFI’s)

4.3.1    An RFI may be submitted in hard copy or electronically. Upon receipt of an RFI, the PO reviews and coordinates responses to the contractor=s RFI=s. If the findings require a change to the contract documents, the PO prepares a change order/modification and forwards it to the CO for execution.

4.3.2   The PO maintains a log of RFI=s.

5.0   Related Procedures


Not Applicable

6.0   Relevant Documents

Change Requests and Pricing Instruction

7.0
Records
Construction Progress Meeting Agenda







Construction Progress Meeting Sign-in Sheet

Progress Meeting Minutes (hard copy or electronic)

Submittal Register

O&M Manual

As-Built/Conformed Specifications

As-Built Drawings

Payment Log

Request for Information (hard copy or electronic)

Request for Information Log

Earned Value Progress Reports



