	Acquisition 
	Primary NIH contracting branch responsible for coordinating the synopses, selections, and negotiations for architect/engineer contracts. Contracting officers from other branches may also be involved in architect/engineer tasks.

	Administrative Officer (AO)
	Fiscal authority responsible for committing Institute or Center funding for the project, obtaining proper safety or space use clearances, deactivating local area network and telecommunications services, and monitoring the changes and updates to the project plan.

	amendment
	Clarification or addition to the contract documents, before bidding, officially issued by the Contracting Officer.

	approved drawings
	Drawings (and specifications where applicable) that form part of the construction contract. The drawings are considered approved when the title sheet has been signed by the Institute or Center technical point of contact identified on the Customer Meeting Checklist, the Project Officer (attesting that all peer reviews identified on the quality assurance plan are complete), and the Chief of the Fire Prevention Section, Division of Public Safety. 

	architect/engineer (A/E)
	Professional staff of architects, planners, engineers, draftsmen and CADD operators, construction cost estimators, and construction schedulers. The A/E provides a variety of services, including master planning, facility programming, architectural and engineering design and drafting, computer modeling, construction cost estimating, construction scheduling, and construction contract negotiation. During construction, the A/E provides postdesign services, such as construction submittal review, reconciliation of requests for information, construction inspection, change order review and preparation, and final inspection. For DCAB projects, the A/E function may be performed by a contractor (and its subcontractors) or by DCAB Team 2.

	basic project information
	Name of the Program Manager, name of the Project Officer, work request number, project name and location, basic scope, estimated cost, and status.

	basis of assumptions
	Definitions of unknown conditions that qualify the scope and accuracy of the budget estimate and that may or may not be included in that estimate. For example, asbestos, major mechanical or electrical upgrades, utility services, overtime, impacts of adjacent areas, etc., may or may not be included.

	beneficial occupancy
	Point in project when the government is given unrestricted use (occupancy) of the work area and access to all services and utilities. Refer to Federal Acquisition Regulation 52.236-11, "Use and Possession Prior to Completion."

	billable hours
	Fee-for-service hourly rate charged to work requests that accrue income to the Design, Construction, and Alteration Branch.

	certificate of conformance or compliance
	Document attesting that a product complies with a specified standard.

	certified test (or inspection) report
	Document attesting that a product has been tested or inspected in accordance with a specified procedure and meets a specified level of performance or quality. The document consists of a certified statement by the product supplier or contractor accompanied by a complete report of the inspection or test.

	closeout
	Activity near the end of the construction contract period in preparation for final acceptance, final payment, normal termination of the contract, occupancy, and similar actions evidencing completion of the work.

	commissioning
	Validation of installed building systems and equipment as defined by criteria established in the design drawings and specifications.

	communication matrix project plan
	Written DCAB procedures to address communication requirements, such as articles, e-mail notices, progress photographs, and site signage for construction projects. Projects are categorized by the degree of impacts to the individual building area, buildings, site, and surrounding community. Executive briefings and project tours and public relations activities are included. The project plan identifies the budget costs and schedule for the project.

	construction contract
	Mutually binding legal relationship obligating the seller to furnish supplies or services (including construction) and obligating the buyer to pay for them. It includes all types of commitments that obligate the government to an expenditure of appropriated funds that are in writing.

	construction contract period of performance (schedule)
	Contract duration for completion of construction activities (substantial completion). Usually defined in number of calendar days.

	construction quality assurance (CQA)
	Program by which the government directly, or through a construction quality manager, verifies that the construction contractor complies with specified project quality standards.

	construction quality assurance plan
	Formal plan developed during design to ensure that the project is constructed in accordance with the contract documents. The plan defines critical customer requirements and expectations.

	construction quality control (CQC)
	Organization and procedures established by the construction contractor to ensure compliance with the contract plans and specifications.

	construction quality manager (CQM)
	Agent of the government hired to support the Project Officer in the accomplishment of inspections, monitoring, and other contract administration tasks. No contractual authority is delegated.

	contract documents
	Technical elements of the construction contract, including specifications, drawings, addenda, and any other technical information required for the project.

	contract drawings
	Complete construction drawings indicating all aspects of the work required for a specific project.

	contract modification
	Any written change in the terms of a contract. Unilateral modifications are signed only by the Contracting Officer; bilateral modifications are signed by the Contracting Officer and the contractor.

	Contracting Officer (CO)
	Government employee responsible for overall management and execution of contractual actions and fully authorized to deal with contractors.

	contracting officer’s technical representative (COTR)
	Individual appointed by the Contracting Officer with specific technical responsibilities and no monetary authority. The COTR provides technical guidance to the Contracting Officer and the contractor.

	controlled document
	Any policy (Level I), procedure (Level II), standard manual, or work instruction (Level III) housed within the DCAB Quality System Manual; NIH Design Policy and Guidelines and local and national codes are also considered to be controlled documents. The review, revision, storage, and dissemination of a controlled document must follow a clearly defined and approved process to ensure that only the most current revision is accessible in its entirety to those responsible for using it.

	controlled procedure
	Procedure whose drafting, review, approval, documentation, implementation, and revision must follow a clearly defined and approved process. All Design, Construction, and Alteration Branch quality system procedures are controlled.

	coordinated occupancy
	Effort undertaken when large-scale renovations or new construction projects are ready to be occupied by the customer (Institute or Center). Significant planning and interaction among all parties—contractor, customer, maintenance, DCAB—are required.

	critical path method (CPM)
	Computerized project schedule indicating detailed network construction activities, submittal and approval of samples and shop drawings, procurement of critical materials, equipment, and fabrication of special materials.

	CSA request
	Hard-copy printout from the Service and Supply Fund Accounting System.

	customer
	Institute or Center that pays for the services of the Design, Construction, and Alteration Branch. Examples of DCAB customers are executive (executive officer, scientific director, laboratory chief, division director); administrative (administrative officer, budget officer, contracting officer); scientific (researcher, laboratory technician, clinician); and operational (maintenance/operations, fire and life safety, environmental).

	customer complaint
	Any concern expressed by an individual (both internal and external to the Design, Construction, and Alteration Branch) with respect to the level of service or products supplied by DCAB.

	Davis-Bacon Act
	Federal government act requiring compliance with Federal Acquisition Regulation 52.222-6, which defines prevailing wages that must be paid to all laborers and mechanics.

	deficiencies and omissions (D&O)
	Noncompliance with contract documents. 

	emergency
	Occurrence requiring immediate action to correct a safety or life-threatening situation or to protect government property and personnel.

	emergency contacts
	NIH and contractor personnel (maintenance, grounds, Institute or Center, security, safety, etc.) identified as contacts responsible for addressing emergencies during the contract period of performance.

	fee for service (FFS)
	Charge for services rendered. The Design, Construction, and Alteration Branch charges FFS on an hourly basis. Charges to work requests over the year accumulate as income to DCAB. FFS organizations attempt to match their spending authority each fiscal year while maintaining an hourly rate economically equivalent to the services they provide.

	fee-for-service confirmation sheet
	Report generated by the Services and Supply Fund Accounting System. The report lists the entries made by a secretary to confirm the FFS hours.

	fee-for-service employees
	DCAB employees for whom the organization charges an hourly rate for services related to work requests. FFS employees include all Project Officers, Team 2 employees, and Technical Resource Group service and supply-fund employees.

	final inspection
	Government’s final review to determine if substantial completion has occurred. Also referred to as a punch list.

	final payment
	Release of claims signifying completion of all contract requirements.

	funding source
	Organization paying for the work.

	general contractor (GC)
	Firm under contract to the government to provide construction or alteration services. The GC may hold subcontracts.

	government
	Federal government, including the NIH.

	guide specification
	Document describing the standardized format, scope, and content of project specifications for a specific product, group of products, or construction procedure. A guide specification is designed to be edited by the architect/engineer to suit the needs of a particular project. Guide specifications are never to be referenced in the project specifications.

	Institute or Center (IC)
	NIH organization dedicated to a focused area of research. 

	legal counsel
	Government’s in-house attorney who renders assistance and advice on all legal and related matters concerning the acquisition. The legal counsel reviews bonds for legal sufficiency, disputes, claims, and all other documents that the Contracting Officer seeks to have reviewed.

	Management Representative (MR)
	Design, Construction, and Alteration Branch manager delegated by the Assistant Director, DCAB, to be responsible for establishing and maintaining the quality system, reporting on its performance to senior management, and performing liaison with parties outside DCAB on matters relating to the quality system. The Management Representative chairs the Steering Committee.

	market requisition (RQM)
	Request, entered on the NIH administrative database, for goods or services.

	master list
	List of all controlled documents in the Design, Construction, and Alteration Branch quality system.

	neutral person
	Individual not directly connected with the project. Examples include the project coordinator or contracted individual.

	nonbillable hours
	Hours worked by fee-for-service employees that are not related to a work request. Nonbillable hours include training (except project-specific training), vacation, holidays, sick leave, or general administration (e.g., staff meetings). As a general rule, charges to nonbillable hours account for approximately 20 percent of an employee’s normal work year.

	nonconformities
	Deficiencies or omissions or activities that are not performed in accordance with the documented quality system procedures.

	notice to proceed (NTP)
	Formal issuance by the Acquisition Branch–C Contracting Officer to the construction contractor to begin activities as stated in the contract.

	operation and maintenance (O&M) manuals
	Manuals describing the operation and maintenance of each piece of equipment for each mechanical and electrical system and for other systems and components specified in the technical sections of the contract specifications. These manuals contain specific system descriptions; procedures for starting, operating, and shutting down; maintenance and overhaul instructions; performance curves and rating data; complete parts lists, including recommended spare parts; and other requirements.

	paying customer
	Keeper of the common account number.

	postoccupancy review process
	Process by which customer satisfaction is validated after a newly constructed space has been occupied and operational for approximately 6 months.

	preconstruction meeting
	Meeting of representatives of the construction contractor, the Contracting Officer, the Project Officer, and other representatives such as the architect or engineer of record, Institute or Center point of contact, and other Office of Research Services personnel (Division of Public Safety, Division of Safety). The meeting agenda includes discussion of the roles and responsibilities of assigned personnel; contract scope; specifications; quality control; government inspection; project cost and schedule; and provisions for the implementation of all safety, health, and environmental requirements.

	product data
	Manufacturers’ standard schematic drawings, catalog sheets, brochures, diagrams, schedules, performance charts, illustrations, or other standard printed information on materials, products and systems.

	Program Manager (PM)
	Design, Construction, and Alteration Branch team leader responsible for a group of project officers and for implementing DCAB, DES, ORS, and NIH polices and requirements in developing, designing, and implementing facility projects.

	project
	Central Services Activity request received by the Business Center and entered into the management information system.

	project file
	Collection of documents that provide an audit trail of the activities (project requirements, cost, schedule, quality, subcontractor contracts, performance) relating to a design and construction project. The project file is maintained by the Project Officer until administrative closeout. After project closeout, the Business Center archives the file for 5 years.

	project milestone
	Completion of the design phase or the construction phase as recognized by customers.

	Project Officer (PO)
	Employee assigned to administer the architect/engineer contract and/or manage activities during construction. The PO manages the overall project, acting as coordinator between the customer, the Administrative Officer, and the Contracting Officer. The PO also provides assistance to the Contracting Officer in obtaining funds, renders technical judgments, and performs the duties and responsibilities as designated in the Contracting Officer’s Technical Representative delegation.

	project plan
	Project agreement between the Design, Construction, and Alteration Branch and the Institute or Center customer that outlines the customer’s requirements. The project plan contains the budget cost plan, project schedule, summary scope, project quality assurance elements, and communication requirements. The project plan is updated at the start of design, before construction start, and whenever a change affects the cost or schedule indicated in the project plan.

	project signage
	Official notifications posted at the project site and neighboring locations affected by the construction. Project signage is in accordance with communication matrix requirements and Design, Construction, and Alteration Branch signage policy.

	project specifications
	Complete construction specifications developed by the architect/engineer for a specific project, prepared in conjunction with the project drawings. The project specifications and final drawings are used for bidding purposes and construction.

	quality system (QS)
	Set of processes that affect the quality of goods or services an organization provides its customers.

	record drawings
	Drawings showing the as-built conditions of constructed facilities.

	reference documents, standards, and specifications
	Industry and government documents, standards, and specifications referenced within the project specifications.

	request for contract action (RFCA)
	Request to the Contracting Officer to begin the construction acquisition process. The most common attachments to an RFCA are the RFCA Memorandum, statement of work, and independent government estimates. Other attachments may be contract documents or sketches.

	request for equitable adjustment (REA)
	Claim for an increase in the construction contractor’s cost or the time required for performance of any part of the work under the contract.

	request for information (RFI)
	Written question posed by the construction contractor to NIH seeking clarification of contract requirements.

	sample
	Fabricated or unfabricated physical example of material, product, or unit of work (either as a complete unit or as a smaller portion of a unit of work) for limited visual inspection or (where indicated) for more detailed testing and analysis. Mockups are a special form of samples; mockups are too large or otherwise inconvenient for handling in the specified manner for transmittal of sample submittals.

	schedule of values
	Coded information identifying the cost to perform each work activity consistent with the project schedule. The schedule of values becomes the accepted cost-loaded format from which monthly progress payments are made.

	secretary
	Fee-for-service employee who is part of the fee-for-service overhead. Normally a secretary’s time is not charged as billable hours; however, at the discretion of Program Manager, all overtime worked on a specific work request by a secretary may be charged as billable hours.

	shop drawings
	Contractor’s drawings, data, or other documentation made specifically for a project for use in fabrication or installation. Examples are project-specific diagrams, performance curves, data sheets, schedules, templates, patterns, reports, calculations, instructions, measurements, and similar information not in standard printed form.

	space justification document (SJD)
	Formal request for space from an IC to the Space Recommendation Board.

	Steering Committee 
	Group of managers responsible for developing, implementing, and maintaining the Design, Construction, and Alteration Branch quality system. The Management Representative chairs this committee.

	submittals
	Shop drawings, product data, mockups, certified tests, and miscellaneous project-related information.

	substantial completion
	Point in project when construction contractor requests final inspection. The contractor certifies that the project is complete; if the project is not 100 percent complete, the contractor provides a list of incomplete items (final punch list) and the value of the incomplete construction and explains why the work is not complete. Warranty period starts.

	survey form
	DES Project Customer Survey form (Form EVAL001) used to collect information about the customer’s satisfaction with the services rendered by the Design, Construction, and Alteration Branch.

	survey method
	Telephone call by a "neutral person" to customers. The survey form is used to capture feedback from the customer.

	task
	Individual record of call on the contract. Each task has a separate statement of work identifying specific requirements for the project.

	work request 
	Document requesting work to be performed.

	work request number
	Reference number used by NIH to identify a project. The same work request number may be assigned to several tasks (feasibility study, design, and postdesign services), or a task may have several work request numbers. The work request numbers are identified on architect/engineer submissions.


 

