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PRE-CONSTRUCTION CONFERENCE MINUTES

The purpose of this meeting is to establish administrative procedures for you to follow in the execution of this contract.  Additionally, this meeting is to introduce the key personnel from the OICC/ROICC office as well as contractor and activity personnel for whom this contract is being awarded. This contract will be administered under the Contract Clauses, Labor Standards Provisions, and Division One of the project specifications.  The contractor is advised to read these and all contract documents carefully. Familiarity with the Contract Clauses of the contract and job specifications is assumed. This guide serves only to highlight certain aspects of the more important requirements for the subject contract.  The AROICC/AREICC (Assistant Resident Officer or Engineer in Charge of Construction) will complete these minutes and provide the contractor with a copy of them. These minutes constitute a handy compilation of instructions on contract administration and should be kept readily available for reference. 

Contract Authority:  This contract will be administered by the Officer in Charge of Construction/Resident Officer in Charge of Construction Norfolk Naval Shipyard.  Once awarded, all communication and correspondence concerning this contract that requires formal actions, such as interpretation of plans and specifications, changed conditions, change orders, extensions of contract time, request for payment, etc. shall be with this office.  The ROICC office is open for business from 0700 until 1530, Monday through Friday, except for federal holidays.  Please conduct your routine business accordingly.

Activity employees, Public Works Department personnel, and the architect/engineer firm do not have the authority to alter the terms of the contract or give direction concerning the contract.  Should the contractor receive any direction affecting the work at the site from anyone who is not a member of the OICC/ROICC organization, he shall immediately refer the matter to the AROICC/AREICC. Any questions as to the interpretation of the plans and specifications shall be immediately brought to the AROICC/AREICC's attention.  All problems or questions of interpretation shall be followed up with an official written correspondence by the contractor citing specific drawings, details,  and specification paragraph which are germane.  All changes or modifications to the contract will be made in writing.  There will be no verbal changes or modifications made to this contract by anyone.

We expect no more and no less than what the terms of the contract require.  The contractor is advised to perform only work included in the plans and specifications unless authorized otherwise in writing by this office.  If a modification is to be issued, the Contracting Officer will issue a request for proposal which shall include the scope of work desired.  A proposal/estimate for the contract modification shall then be submitted from the contractor to the Contracting Officer on the NAVFAC form 4330, enclosure (3), which provides a cost breakdown of all labor, material, and equipment being used.  Standard mark-up rates are indicated on the enclosed form and shall be used unless information can be provided for a Government audit.  Rates cannot be mixed and matched between the government audit and the Standard NAVFAC rates. Once the rates are established for the contract, they will be used for the duration of the contract.

Introduction of Activity, Contractor and OICC/ROICC personnel.  List of personnel in attendance is enclosed.

I. RESPONSIBILITIES

A. AROICC/AREICC

1. Provides technical/construction assistance.

2. Negotiates, with Contract Specialist, contract modifications (within delegated authority).

3. Reviews invoices for payment with Con Rep.

B. Construction Representative 

1. Provides construction assistance and daily job site coordination with your Superintendent and/or QC manager

2. Assures compliance with plans and specifications.

3. Coordinates utility outages/digging permits.

4. Reviews invoices for payment in the field prior to submission.

C. Contract Specialist

1. Provides administrative assistance with bonds, insurance, payrolls, invoices.

2. Requests proposals and negotiates contract modifications (within delegated authority).

D. Responsibilities of the Contract (Prime Contractor)

1. Station Regulations:  The contractor and his employees and subcontractors shall become familiar with and obey all station regulations, including fire, traffic, and security regulations.  Personnel shall not enter restricted areas unless required to do so as to complete the contract work, have received the proper clearance to do so, and escorted if required.  Particular attention must be given to the posted speed limits which are strictly enforced.

2. Maintains safe job site, quality workmanship and timely completion.

3. Accident Prevention

4. Comply with Corps of Engineers Safety (EM 385-1-1) and OSHA.

5. "Hot Work Permit" must be obtained from the NNSY Fire Department (396-3338) prior to starting any "Hot Work".  Hot Work Permits are normally issued on a daily basis, however, arrangements can be made with the Fire Department for an extended period at their discretion.

6. Labor standards and EEO compliance. 

a) Labor Standards Provisions:  The Labor Standard Provisions of the contract will apply.  These provisions are further discussed in the letter to the contractor on this subject which should have been received with the contract award letter.  Interviews will be performed by the Construction Representative on every contract.

7. Material and Workmanship (FAR 52.236-5)  Contractor Quality Control (CQC) is included in this contract.  It is the contractor's responsibility to ensure quality construction in accordance with the requirements of the plans and specifications.

a) The Contracting Officer may, in writing, require the contractor to remove from the work any employee the Contracting Officer deems incompetent, careless, or otherwise objectionable.

b) The Contract Construction Compliance Notice, NAVFAC 7330/36, will be used to inform the contractor of a deficiency requiring corrective action before proceeding with new work and/or those deficiencies the contractor is reluctant to correct when given verbal notification.  If corrective action has not been taken in a reasonable amount of time, maximum retention will be withheld.

8. Superintendent/QC Manager (see Section 01400 for details)

a) Prime Contractor Supervision (FAR 52.236-6):  The contractor shall directly oversee the work or have on the work-site a competent superintendent who is satisfactory to the contracting officer and who has authority to act for the contractor.  The superintendent cannot be designated for more than one contract while on-site work is being performed.  He must be identified by official correspondence which must include an outline of his qualifications and the extent of his authority.  The Superintendent/Quality Control Manager must: 

(1) be competent, 

(2) English-speaking 

(3) on site during any work.

(4) have authority to act for Contractor.

(5) Be responsible for Quality Control.

b) The proposed Superintendent/Quality Control (QC) Manager for this project is:








(1) Beeper/Pager Number:





(2) Notify OICC/ROICC promptly of personnel changes.

9. Job Site Clean-up

a) Performed daily.

b) The contractor is not permitted to use station dumpsters unless specified.  All debris will be removed from the limits of the station DAILY.  Disposal on base not permitted.

10. Protect site from storms and theft.

11. Respond to warranty calls.

E. Estimated Start Date:  The contractor estimates beginning work on ________.  The contractor's proposed starting date /   / is /   / is not satisfactory to the using activity.  Reasons for dissatisfaction and ultimate resolution:

F. Material Delays:

1. The contractor /   / does /   / does not anticipate any delays in material or equipment delivery.  Items affected (if any) and plan of action for resolution of difficulties: 






















































2. The Defense Materials System and Priorities (FAR 52.212-8):  The contractor is reminded that he is required to cite the DO-C2 rating on all material orders and to follow all of the requirements under the Defense Priorities and Allocations System (DPAS).  This is one element essential to be considered for a time extension based on late material deliveries should your material arrive on-site after the promised delivery dates.  For reference, see the separate letter to the contractor on this subject which should have been received at time of award.

G. Contract Completion Date:  The contract completion date is _____________________ or/   / does /   / does not anticipate any difficulties in meeting the contract completion date.   Factors which may delay completion and proposed resolutions:



















































1. Liquidated Damages:  Liquidated damages will accumulate at the rate of ______ per calendar day for delays in completion beyond the contract completion date.  The contractor is urged to make every effort to complete the work within the contract time. The Resident Officer in Charge of Construction does not have authority to waive assessment of the liquidated damages charge.   The contractor estimates completing the project on:.

2. Time Extensions:  Consideration will be given to a request for extension of contract time only where it can be clearly demonstrated that the delay was beyond the control and without the fault or negligence of the contractor.  Delays in procurement which cause an actual delay in completing the work are computed from the promised delivery date to actual date of receipt; delays due to inclement weather may be considered for only that inclement weather which exceeds by an unusual amount the established normal for a similar period for the previous five years; Government-caused delays and delays caused by other Government contractors may be considered by your submission of a letter explaining the circumstances surrounding the delay; time extensions which are the result of modifications to the original contract work will be based on the actual impact the change order work has on the critical path of the construction project.  Immediate notification in writing of any delays is required.

II. Security and Passes

A. Contractor personnel are required to wear badges at all times.

B. Contractor's private owned vehicles are not permitted into Norfolk Naval Shipyard.  Only company vehicles with company name on both sides of the vehicle (with the name printed on the doors or with magnetic stickers attached) will be allowed access.

C. No parking of vehicles or storage of materials will be allowed within ten feet of the CIA fence or within the yellow lines of the crane tracks.  If work must be performed within ten feet of the CIA fence, notify the watch commander at 396-7266 at least three days in advanced to set up escorts while the work is in progress.  If the work is expected to last beyond two days, the ACE and Security (Fence) should be contacted to aid in scheduling an extended escort so that the contractor can perform the work.

D. Seat-belts must be worn at all times by driver and all passengers while in a moving vehicle.

E. Passes:

1. Picture I.D.'s are required to obtain badges.  In addition, several forms must be filled out which are discussed in enclosure (1) entitled Security Office Norfolk Naval Shipyard Pre-construction Briefing.  The Signature Authorization Memo, Enclosure (2), must list employees with signature authority. The Signature Authorization Memo should be completed and turned over to the AROICC/AREICC as soon as possible.

2. The prime contractor is allowed four employees with signature authority to sign in employees of the prime contractor.

3. Subcontractors are allowed only one employee per company with signature authority to sign in their respective employees.

4. If the subcontractor does not list an individual with signature authority, an authorized signer of the prime contractor may sign in employees of the subcontractor provided the subcontractor's company is listed on the Signature Authorization Memo.

5. Any materials removed from the Shipyard must have an accompanying property pass. Property passes can be obtained from the Construction Representative in the ROICC office.

6. In order to expedite delivery of concrete into the Controlled Industrial Area, generic green badges have been issued to MVM (Shipyard contracted security guards) for concrete truck drivers only.  These badges are marked for CONCRETE DRIVER ONLY in the restrictions block.  MVM will log the driver's name and badge number at Gate 15 ONLY.  The badge must be returned upon departure or it will be invalidated the following day.  These badges WILL NOT have the driver's name on them.  The requirement for a picture identification remains in effect.  The contractor shall contact the Construction Representative at least one day in advance of delivery so that the Construction Representative may remind MVM (Security) of the concrete truck badge policy.

7. Further information on security restrictions and requirements can be found in enclosure

III. Temporary Utilities:  The contractor is responsible for making his own arrangements for temporary utilities with the station Public Works Department and for providing meters and making all connections.  The contractor /   / will /   / will not require the connection of temporary utilities or the use of Government utilities.  The following utilities will be needed by the contractor:

Electricity:  ________________________________

Water:         ________________________________

Air:             _____________________________ ___

Other:         _________________________________

The ConRep will provide forms and procedures for utilities connections.

IV. On-Site Space:  The contractor will require space at the site for the following, if available:

A. Proposed Locations

1. /   /  Enclosed Field Storage  
 






                                                                                 

2. /   /  Field Office        








                                                                                              

3. /   /  Open Field Storage








4. /   /  Vehicle Parking









5. /   /  Temporary Access Roads







B. Trailers or storage buildings will be permitted, in the location indicated for contractor lay-down, subject to the approval of the Contracting Officer.

1. All trailers or temporary buildings shall be securely anchored for protection from high winds, suitably painted, and kept in a good state of repair.  Failure to do so will be sufficient reason to require their removal at the contractor's expense.  In any event, removal will be required before final payment is processed.

2. A sign not smaller than 24 inches by 24 inches shall be conspicuously placed on the trailer or building depicting the company name, telephone number, and an emergency phone number which can be used after normal work hours.  No trailers, temporary buildings, vehicles, or equipment will be allowed on government property which are not conspicuously marked with proper identification.

V. On-Site Coordination With the Activity:

A. The Construction Representative will coordinate with the activity for arranging the following:

1. /   /  Contractor access to work area

2. /   /  Keys

3. /   /  Space discussed in Item No. 18

4. /  /   Material or equipment to be moved

B. Building Custodian or Activity Rep:  __________________________________

Telephone & Fax:  ___________________



Code 910 Facility Point of Contact:  ___________________________________

Telephone & Fax:  ___________________

C. Vacating The Work Site:  

The using activity /   / will /   / will not be able to vacate the work areas.  Periods of mutually agreeable joint occupancy by the contractor and activity:









































D. Security Restrictions:

The following security restrictions pertain to the contractor's access to site:







































E. Contractor's Operations in Critical Areas:

The following procedures governing operations in critical areas were discussed:






































F. Special Conditions, Phasing, or Coordination Required:

The following additional special conditions particular to the contract were discussed:






































G. Special protection required for Government property in or near the construction area?





































VI. Special Scheduling Requirements

A. Work Outside Normal Activity Hours:  Unless otherwise provided for in this contract, the OICC/ROICC must be notified in writing two (2) working days in advance of any work planned outside of the normal working hours.  Approval of weekend overtime work shall be requested by 1200 noon on Thursday.  This notice should include a brief description of the work scheduled to be completed.  The request must be approved by the OICC/ROICC before the contractor performs any work outside of the normal activity operating hours.  The contractor's CQC Representative and Superintendent must be on site at all times while work is underway.

1. Normal activity operating hours are:

a) Days of the week: 
Monday - Friday

b) Time:  0700 - 1530

B. Interruption of Utilities:  The contractor shall not interrupt utilities on the Norfolk Naval Shipyard.  The actual interruption or securing of utilities must be coordinated via the ConRep with Public Works or the Building Custodian for that particular Building within the Norfolk Naval Shipyard. The building custodian, and not PWC, is responsible for outages once utility services enter inside of a building.  Unintentional disruption to building services will be reported immediately and further construction work will cease until proper authorities set proper isolation.

1. Utilities at the Norfolk Naval Shipyard include the following items:

a) Excavations within ten feet of train tracks.

b) Overhead crane rails; these are required to be tagged out prior to working within ten feet of the crane, crane rail, or hot electrical service rails.

c) Traveling crane rails in the Controlled Industrial Area.

d) Fresh water, salt water, electric distribution lines, air lines, gas lines, etc.

e) Other communication services.

2. Permission to interrupt any utility service shall be requested in writing at least fifteen (15) days in advance.

3.  Approval of the Contracting Officer shall be received before any service is interrupted.

4. Unless indicated otherwise, all utility cut-overs (outages) shall be made after normal working hours or on weekends in accordance with the "Work Restrictions" section in the specifications.

5. Before granting any outage it must be verified that all material necessary to perform the work for which the outage was granted is on hand.

6. A copy of the information that needs to be submitted to the Construction Representative for utility outage, dry-dock outage, and track outage is found on enclosures (4), (5), and (6), respectively.  In all cases, the following shall be completed on the outage form by the contractor 

a) the description of work to be accomplished

b) the boundaries of work 

c) expected start date

d) days required 

e) expected completion date

f) requested by

g) date of request.

7. Enclosure (4) is used for air, water, and electrical outages provided they are not located inside of a building.

8. Enclosure (5) is used for outages required inside the dry-docks or pump-wells. 

9. Enclosure (6) is used for outages on any crane or railroad track.  Please note also that if any contractor needs access to any substations on the Shipyard, that a request must come from the AROICC/AREICC and faxed (396-1090) to PWC Utilities, Attn.: Jimmy Meadows.  The contract number, title, name of the contractor, and duration of access required will need to be noted on the request prior to approval from Utilities. 

10. Special outage requirements discussed:







































C. Government-Furnished Equipment (GFE):

Government-furnished equipment  /   / is /   / is not part of the contract.

1. Government furnished-equipment on hand at the present time:

a) Availability of Government-furnished equipment not presently on hand:

(1) Item:  



  Date Available:  



Contact the ROICC office in accordance with requirements of the specifications in order to obtain this equipment.

Delivery of Government-furnished equipment to site will be handled by the /   / Government /   / Contractor.

Rough-in drawings for GFE are/will be available on:


(2) The following items of GFE will require special protection and/or storage precautions which will be provided by the /   / Government /   / Contractor.

(a) Item:  


 Special Requirements:  


(b) Special Protection:  The following special protection is required for Government property in the area (Items affected and protection required):




































VII. Contract Modifications:  Changes to the plans and specifications are to be avoided as they can delay job progress and extend completion dates. Only a Contracting Officer may request a proposal for a contract modification from the contractor.  The following procedures shall be enforced regarding changes to the contract:

A. Unforeseen or Design Related Changes:  If conditions are uncovered at the site which are at variance with the plans and specifications or a contract modification appears necessary to complete the contract work, the Construction Representative must be informed immediately.  Your initial notification must be followed by a letter to the OICC/ROICC.  Have your superintendent read FAR 52.236-2, "Differing Site Conditions".

B. Customer Requested Changes: Changes initiated and requested by the activity must be submitted to the OICC/ROICC in writing. Time and cost impacts must be considered for any changes, especially once construction starts.  The contractor shall not proceed with customer requested changes until they have received OICC/ROICC approval for inclusion in the contract, have been negotiated, and have been executed as part of the contract.  Any work completed o customer requested changes without a contract modification shall be at the contractor's expense.

C. Deviations:  The design agent, whether it be the Public Works Department or a private architect-engineer firm, will review deviations for their technical merit but does not have authority to approve any deviation or substitution to the contract.  Deviations can only be approved by the OICC.  Deviations and substitutions shall be clearly noted as such and forwarded as required by the contract submittal requirements.  Any work which deviates from the contract documents and which is accomplished without prior written approval of the OICC shall be at the contractor's expense.  Likewise, any material or equipment which is forwarded for review and approval but which was not clearly noted as a deviation does not relieve the contractor from the original contract obligation to provide what is specified.  Removal of the work which deviates from the contract and reconstruction in accordance with the plans and specifications will be required.

1. If the item submitted for approval is not that which is specified by the contract, check the "Substitution/Deviation" block on the Government form, and on a separate sheet of paper, give the following information:

a) Description of proposed deviation or substitution.

b) Reason for proposing to use the deviation or substitution in lieu of following the contract documents.

c) Documentation to support unavailability of specified material if unable to procure the material or equipment after contact with a minimum of three suppliers or manufacturers.

d) Complete technical data on proposed substitution, sufficient to determine acceptability.

e) Warranty guaranteeing that the deviation, if incorporated, is compatible with all other elements of construction.  The warranty shall also assign responsibility to the contractor for any additional expense which may arise by reason of incorporating the proposed deviation.

f) Separate cost estimates for each item as specified in the contract and for each of the proposed deviations/substitutions.  Include the estimated impact this deviation will have on the contract time to complete the project if any.

VIII. Acceptance and Contract Close Out:

A. Final Payment

1. As-Builts:  Must be submitted and approved before final payment can be processed.

2. Operation and Maintenance Manuals:  Must be submitted as required in the contract and final payment will not be processed without these manuals.

3.  Training:  Must be completed.

4. Badges:  Must be turned in to the Pass Office.  Failure to return badges may result in the Security Officer refusing to issue the contractor badges on future contracts.

5. Punch-list Items:  Punch-list items must be completed before final payment is processed.

6. Final Invoice and Contractor Release:  Contractor's Release shall accompany final invoice 

B. Project will be turned upon acceptance at what is defined as the Beneficial Occupancy Date (BOD).(* Activity may leave)

IX. General Requirements:

A. Safety and Health

1. Hard hats and safety-toed shoes (when foot hazards exist) must be worn at all times.  Other safety equipment (i.e. ear plugs, safety glasses/goggles, safety harnesses, life vests, etc.) should be worn as required by the United States Army Corps of Engineers Safety and Health Manual (September 1996 edition) and Shipyard requirements.

2. Sleeveless shirts and shorts are not allowed while working at the Norfolk Naval Shipyard.

3. Do not bring in materials (i.e. sheeting materials, bags, adhesive, and boundary tapes, etc.) wrapped or tagged with the color yellow and/or magenta.  These are the Shipyard's designation for nuclear and radioactive materials.

4. In accordance with the terms of the contract, all contractors are expected to keep construction sites and lay-down areas free from accumulations of debris on a daily basis.  This include items such as rubbish, left over materials, crates, packing materials, drums, lumber, scaffolding, and any other materials or equipment not required to complete the contract work.

5. All open trenches and excavations will require the use of proper barricades and lighting which comply with the Corps of Engineers safety manual.  Tape, rope, and string are not acceptable.

6. All confined spaces must be gas-free and entry into confined spaces must be handled in accordance with the Corps of Engineers safety manual.

7. It is the superintendents and quality control manager's responsibility to enforce the safety requirements of the contract.  Employees with repeated safety violations shall have their badges removed and shall be taken off the job-site.  Safety violations can and will result in a shutdown of the work.

8. An activity hazard analysis for each phase of work shall be provided to the AROICC/AREICC or Construction Representative prior to beginning the activity.  In addition, the activity hazard analysis shall be discussed at the preparatory phase of control as required in the specifications.

9. Hazardous Material Removal and Disposal: Material Safety Data Sheets are required to be submitted for all hazardous materials prior to bringing it into the Norfolk Naval Shipyard.  A copy of the MSDS will be provided to the AROICC/AREICC or Construction Representative (so that it may be forwarded to Charlie Sledge of Code 106) and an accessible copy must be kept by the superintendent at the job-site at all times.

10. Hazardous Chemicals or Materials:  There are many potentially hazardous chemicals or materials present at Norfolk Naval Shipyard which, unless controlled properly, could present a safety and health problem.  The major types of potentially hazardous materials that may be found in the shipyard include:  solvents, paints, refrigerants (such as freon), compressed gasses, acids, caustics, fuels, lubricants, (oils) coolants, electroplating chemicals, electrical insulating fluids, abrasive blasting dusts, adhesives, resins, hydraulic fluids, toxic metals (such as lead), silica, and fibrous material (such as asbestos).  Depending on the specific material involved, materials such as these can present either or both of two types of hazards - physical hazards or health hazards.  Where such hazards are present, and special controls or equipment are required, the area will be posted.  Contractor personnel are not to enter such areas unless they are given specific permission.

11. Immediate ROICC notification of lost time accidents is required.  Provide two copies of workman's compensation accident report by noon of the day following an accident.  The accident scene shall be preserved for all major accidents, to facilitate investigation and critique (which will be used  to preclude future mishaps).

12. The construction site must be maintained in a clean condition at all times.  This includes DAILY clean-up of construction and storage areas (See FAR 52.236-12).  The site shall also be well lit and barricaded as required.

13. The emergency phone numbers and the map to the hospital, which are requirements of the accident prevention plan, must be clearly posted on-site.

14. Maintain a Drug Free Workplace

15. Storm and Hurricane Procedures (enclosed if applicable)

16. Crane work requires an approved crane work plan as required by the section titled SPECIAL PROJECT PROCEDURES.

17. The project CONREP of the ROICC Office will provide a safety package at the end of the pre-construction conference to assist the contractor in the preparation of the accident prevention plan and answer any other safety questions/problems/concerns.

B. Contractor's Production Report/Quality Control Report (NAVFAC Form 01400) (Section 1300:  The importance of correct and fully detailed preparation of the Contractor's Production Report/Quality Control Report cannot be over-emphasized.  The report must provide an accurate cumulative summary of the history and performance of the work.  The report should document the three phases (preparatory, initial, & follow-up) of control, work-in-place, inspections/tests made and results, dimensional checks, equipment and materials checks, data on workers by classification, the mobilization and demobilization of construction equipment, materials delivered to the site, and direction, if any, given or received that day.

1. The Contractor's Production Report/Quality Control Report plays an important role in settling disputes and claims for both parties.  For this reason, the Construction Representative and the contractor's superintendent and quality control manager, if applicable, should review the report to ensure its completeness and accuracy.  The report should be submitted for review with the inspector the morning following the day reported on.

2. The Contractor's Production Report/Quality Control Report is required by contract and expected to be provided on a daily basis.  Maximum retention will be withheld for late or incomplete reports.

3. A copy of the Contractor's Production Report/Quality Control Report, along with a Testing Plan and Log and a Reworks Item List, can be found as enclosure (10).

4. Complete and accurate.  Note all labor, material and time associated with change order work.

5. All signatures must be original (no pre-signed forms).

C. Schedule of Prices:

1. Submit within five (5) days after receipt of the Notice of Award.

2. Seven (7) copies of the Schedule of Prices, each signed by an officer of your firm, using form NAVFAC 4330/4 enclosure (7), must be submitted to the Officer in Charge of Construction.

3. Schedule must show quantifiable work items, quantities, costs of materials and cost of placing.

4. In most cases, lump sum items will not be allowed.  If allowed, lump sum items will not be paid for until all of the work associated with that particular item, including all required testing, is complete.

5. List items by spec section and include Construction Category Codes per Section 1010.  List equipment for construction and testing under the labor column.

6. Premiums paid for performance and payment bonds may be listed as a separate item.  Before requesting payment of bonds, however, you must submit your receipt for payment.

7. Items of mobilization, engineering/layout, profit, insurance, and overhead expense shall be distributed pro rata to the work items.

8. No payment for material stored off-site unless contract provides for.  Special conditions for storage, inspection, ownership and insurance apply.

9. Follow these general guidelines for payment for TABS work:

a) Completion of Season I Field Work


40%

b) Submission and approval of Season I Report
50%

c) Submission and approval of Season II Report
10%

10. This schedule will be the basis of progress payments under the contract.  Each of the seven copies will be signed in ink on the first page by the owner or authorized representative of the contracting firm. If you have any questions discuss them with the AROICC/AREICC prior to submitting.

11. With the exception of bonds forwarded with proof of payment, no request for payment can be processed prior to approval of the schedule of prices.

D. Contractor's Invoice

1. Review with Construction Representative before submitting.

2. Payment for materials/equipment on site only with approved submittals and factory testing, if applicable, complete and test reports approved.

3. Retention will normally not be held with acceptable progress and performance.  Up to 10% of each invoice will be held if progress is unacceptable or other deficiencies persist in administrative or quality items.

4. No more than 80% of major mechanical/electrical equipment cost will be paid until equipment is field tested and accepted unless schedule of prices includes a separate and adequate line item for testing.

5. Submit two copies the Contractors’ Estimate for Voucher, with Invoice, Affidavit and Certification of Payment, along with certified payrolls, updated progress schedule and updated submittal log.

6. Estimate for Voucher, Invoice, Affidavit, Certification of Payment, and Release forms, enclosure (8).

E. Progress Schedule

1. Submit two copies of original progress schedule.  It should indicate a logical sequence of the work and must include time for submittals, approvals and procurement, as well as installation and testing.  The progress schedule should also note the timing for connections to new utilities so that coordination with the utility companies will not delay the final connection.  The anticipated completion should agree with the contract completion date and should include sufficient contingencies for inclement weather, holidays and possible contractor delays.

2. ROICC will review and approve or request adjustments as necessary.

3. Updated copy must be submitted with each invoice; and when required by major changes in the work, or progress payment may be affected.  If no changes to previous schedule, include statement to that effect with invoice.

4. Progress Schedule and Record, Form 4-4700/1, enclosure (11).

F. Submittal Log (Section 1300)

1. Submit two copies of list of material and equipment submittals and shop drawings which require approval.  Send one copy to the A/E.

2. Submit updated copy with each request for  progress payment.  If no changes to log, include statement to that effect with invoice.

G. Submittals/Shop Drawings: Accurate, complete and timely submittals are vital for satisfactory progress.  Information on where submittals/shop drawings/samples should be forwarded can be found in specification section 01330.  Submittals/shop drawings/samples are required by the various technical sections of the specifications.  A copy of all submittals and the updated submittal status log should be maintained on file at the contract site by the superintendent.  A sample Contractor's Submittal Transmittal form is found in enclosure (9).

1. A Submittal Status Log must be submitted and an updated copy forwarded with each invoice as required by Section 01330 of the specifications.  Invoices forwarded without an updated Submittal Status Log will be sufficient reason to return the invoice to the contractor unprocessed.

2. Send all submittals required by one specification section as one complete package.  Incomplete packages may be returned.

3. Clearly label each item of the submittal with the paragraph number to which it applies.

4. Provide a table of contents for the package on a separate page or on the form provided by the Government.

5. Number each page consecutively (Transmittal No. 1, 2, etc.) and re-submittals with letters (No. 1A is the first re-submittal of No. 1)

6. Submittals are to be forwarded for review to the activity or organization as noted in specification section 01330 unless otherwise specifically listed in the specifications.  One copy of the transmittal form without the enclosures shall be forwarded to the ROICC office so as to notify us that the submittal has been forwarded for review.  Submittals requiring OICC/ROICC approval, such as the Schedule of Prices, Construction Progress Schedules, Asbestos Plans, Lead Removal Plans, PCB Plans, TABS, etc., shall be forwarded directly to the ROICC office for action.  All technical submittals required by the contract shall be forwarded to the following agency for review: 






































Submittal transmittal, Form 4-4355/3, submittal flow charts and copy of submittal letter to A/E, see enclosure (9).

7. Requirements in FAR SUPPS 52.236-7003 and 52.236-7051 and in Section 01330 of the specifications provide additional submittal information and were discussed.

8. All submittals must be reviewed and stamped in accordance with specification Section 01330 prior to submitting to the Government for review.

9. Approval of submittals does not absolve the contractor from meeting the requirements of the contract plans and specifications.

10. The contractor shall read the contract documents to ensure that all submittals required by the contract are included in his submittal log and were submitted as required for review.

11. Only the government (ROICC) can approve deviations.

H. As-Built Drawings:

1. One full-size set of As-Built drawings must be maintained at the job-site as the construction progresses to ensure they are complete and correct.

a) As-Built drawings are to be kept up to date to show all variations between the construction actually provided and that specified in the contract documents.

b) Mark changes in red to show all variations between actual construction and that indicated on the contract documents.

c) As-Built drawings will be verified by the Conrep at the time of the invoice for accuracy and completeness.

2. Retention shall be held on progress payments should the contractor fail to maintain as-built drawings.

3. Final payment will not be made until the As-Built drawings (originals) are received and approved.  If there are no changes, submit drawings marked, "As-Built, No Changes".

I. As-Built Record of Materials & Equipment/Product Warranty List (Section 1700)

1. This contract  does /  /
does not /  / have an OMSI

a) If contract has OMSI manual, verify requirements with AROICC/AREICC

2. The contractor shall furnish an as-built record of materials used on the project which shall be keyed to the areas and spaces depicted on the contract drawings showing the manufacturers, brands, types, classes, etc.  This record should be prepared as orders for materials are placed.

3. Final payment will not be made until As-Built Record of Materials is received and approved - original and two copies.

J. Warranties/Equipment guarantee list:

1. Unless otherwise called for in the contract documents, the contractor will warrant all work for a period of one (1) year from the Beneficial Occupancy Date (BOD).  The contractor will be requested to name a representative who will be contacted by the station Public Works Department and or Facilities Warranty Manager in the event repairs under warranty are required.  Failure of the contractor to act promptly on Public Works or Facilities Warranty Manager's requests for warranty adjustments will result in the OICC/ROICC taking further action against the contractor under the terms of the contract.

a) Special warranties for this contract are  



















2. The contractor shall furnish written guarantees for all equipment furnished under this contract and shall include the specification section applicable to the equipment, the duration of the warranty, the start and end date of the warranty, and the point of contact for fulfillment of the warranty.  The contractor shall also tag each item of warranted equipment or product with a durable, oil and water resistant tag.  The list and tagging shall be complete prior to final inspection and acceptance.

K. Operation and Maintenance Data (Section 1730)

1. The requirements for O & M Manuals are listed under each section of the specifications entitled "Submittals".

2. O& M Manuals shall be submitted to the Contracting Officer for review and approval within 30 days after delivery of any item or piece of equipment to the job-site.

3. The Contracting Officer may withhold as much as fifty percent (50%) of the price of the item or equipment with which such documents are associated from the progress payment should the contractor fail to submit the manuals in the time limits specified.

L. Weekly Payrolls and Statement of Compliance

1. Payments to the Contractor:  Request for payment in accordance with the terms of the contract require the contractor to include an updated submittal status log and progress schedule with each invoice.  The contractor’s failure to provide an updated, complete, and accurate submittal status log and progress schedule will be sufficient reason to return the invoice unprocessed.

2. All requests for payment shall be reviewed by the Construction Representative and the superintendent prior to submittal in the final form.  This will preclude the requirements for changes after submittal which could delay the processing of payment requests.  The first and final payments take longer to process.

3. See FAR clauses 52.232-5 and 52.236-15 for further clarification of the requirements for payment under this contract.  The following items must be forwarded when submitting a payment to the ROICC office for processing:

4. Partial Payments

a) Submit:
1.  Affidavit - original, notarized - 1 copy

b) Contractor's Monthly Estimate for Voucher - three (3) copies

c) Contractor's Invoice - original and three (3) copies (all with original signatures)

d) Certification of subcontractor payment

e) Payrolls

f) Updated Progress Schedule - two (2) copies

g) Updated Submittal Status Log

5. Final Payment:  Contractor's Final Release, as-built drawings, operation and maintenance manuals, as-built record of materials, plus any other contract required documents must be submitted in addition to the documents required for partial payments. No final payment until all payrolls received and labor problems resolved.

6. Payment For On-Site Materials:  It is the contractor's responsibility to protect on-site materials and equipment against pilferage.  Material on-site may be paid for as follows:

a) Construction Materials (wood, brick, steel, insulation, roofing materials, wire, conduit, pipe, etc.):  Material in this category will be paid for at 100% of the material cost provided they are clearly identified on the Schedule of Prices, the submittals have been reviewed and approved, and the material and equipment in question is properly stored, and the exact quantity has been verified as being on-site.

b) Mechanical and Electrical Equipment (chillers, pumps, air handling units, heaters, switch gear, duplex switch boards, transformers, generators, etc. including any equipment which requires start up, testing and functional operation verification); Unless a separate line item on the Schedule of Prices identifies an adequate sum of money allocated for testing the equipment in question, this category will be paid for at 80% of the material cost until final acceptance provided they are clearly identified on the Schedule of Prices, the submittals have been reviewed and approved, and the material and equipment in question is properly stored, and the exact quantity has been verified as being on-site.

c) Payrolls - Payrolls:  Payrolls must be up to date.  One (1) copy of weekly payroll for prime and all subcontractors must be submitted within seven days after paying employees.  The Davis Bacon Act requires that employees be paid weekly.  Payroll must include contract number.  Invoices will be returned unprocessed if payrolls are delinquent more than one (1) week.  Payrolls will be checked for proper classification and rate of pay for work being performed.  Payments may be returned/reduced if subcontractors’ payrolls are not submitted. Payrolls must be submitted by the prime contractor and all subcontractors, within one week after the end of the pay period.  Invoices will be reduced or in some cases returned unprocessed for failure to submit payrolls on time.

d) Reasons for Returning or Reducing Invoices - Invoices will be returned unprocessed or the amounts reduced for improper submission including but not limited to the following reasons:

(1) Performance and Payment Bonds not approved.

(2) Schedule of Prices not approved

(3) Subcontractor Payment Certificate not attached.

(4) CQC affidavit not attached.

(5) Certified payrolls not current.

(6) Updated Progress Schedule not attached.

(7) Updated Submittal Status Log not attached.

(8) Lump sum line items not 100% complete.

(9) Items invoiced for are not completed as indicated.

(10) Submittals have not been approved for billed materials or equipment.

(11) Items billed are not tested and do not have a separate test line item.

(12) On-site materials improperly stored.

(13) O & M Manuals not forwarded within time specified in the contract.

(14) Contractor's release not provided on final payment.

(15) Original signatures not provided on all copies of invoice.

(16) Daily Reports not current.

(17) As-built drawings not current.

(18) Site cleanliness and safety unsatisfactory.

e) Instructions for labor standards compliance, Statement and Acknowledge, Form 1413, Request for Authorization of Additional Classification and Rate, Form 1444, Statement of Compliance, Form 879 and Labor and EEO posters enclosed.

M. Quality Control and Inspection

1. See Section 1450.  Quality Control Plan is a tool to be used.  QC meetings held bi-weekly at a minimum.

2. Special Attention Areas

a) Hazardous Materials to be Disturbed or Removed.  (Plan guidelines enclosed if applicable)

b) Testing, Adjusting, Balancing of HVAC Systems:

(1) This contract /   / does /   / does not contain TABS.

(2) All contractual requirements for this specification section will be rigidly enforced.  The Contractor shall familiarize himself with the requirements (including time-frames) as listed in specification section 15950.  Past experience has shown that TABS must be started several months prior to the actual contractual completion to ensure enough time is available to complete all of the specification requirements including initial adjusting and testing, documentation and report preparation, Government review, final adjustment and report preparation if necessary, and field verification.  The following contract requirements are critical for the successful completion of TABS and should be carefully scheduled and closely monitored by the contractor to ensure timely completion of the contract:

(a) TAB Agency Personnel Qualifications

(b) Design Review Report

(c) Pre-Field Engineering Report

(d) Prerequisite Season 1 Checklist & Notice of Work

(e) TAB Season 1 Field Work

(f) Certified TAB Field Report For Season 1

(g) Field Data Check Season 1

(h) Prerequisite Season 2 Checklist & Notice of Work

(i) TAB Season 2 Field Work

(j) Certified TAB Field Report For Season 2

(k) Field Data Check Season 2

c) Automatic Temperature Controls System (ACATS):  

(1) This contract /   / does /   / does not contain ACATS requirements.

(2) The following contract requirements are critical for the successful completion and acceptance of ACATS systems and should be carefully coordinated with other contract requirements including HVAC installation and TABS to ensure timely completion of the contract:

(a) Field Acceptance Inspection Plan

(b) Field Acceptance Test Plan

(c) Space Temperature Control System Data Manuals

(d) Test Reports

d) Roofing:  A pre-roofing conference will be held after submittals are approved and before any roofing work is started.  Note roof system warranty requirements.

e) Pad-mounted transformers:  Government will review design submittals, witness and/or review factory testing in accordance with Section 16462.  There will be no payment for this equipment until design and factory testing is approved.  The Government will witness and approve field testing and the field test reports before full payment for the transformer.

f) Special attention areas in this contract:  



































3. Inspection

a) Pre-final and Final Inspections.

(1) Final Inspection Policy:  A pre-final inspection is required prior to requesting a final inspection.  The purpose of pre-final inspection is to identify deficiencies early enough before the contract completion date to allow the contractor sufficient time to correct the punch-list to a minimal amount to allow the Government to beneficially accept the facility at the final inspection.  Failure of the contractor to promptly correct punch list items may result in delay of facility acceptance, assessment of liquidated damages, and correction by the Government by other suitable means and back charging against the contract for the cost of the same.

(2) Final inspection conducted when all requirements, including all testing and field verifications have been completed.

(a) All punch-list work must be completed within 30 days of Final Inspection.

(b) Final payments and release of retention will not occur until all punch list items are complete.

N. Value Engineering Change Proposal (VECP) Value Engineering Proposals:  The contractor may submit proposals for changes to the contract which reduce the contract price without impairing the essential function or characteristics of the project.  If accepted, the cost savings will be shared between the contractor and the Government.  A complete description of Value Engineering proposals is given by FAR 52.248-3.

1. Submittal a VECP to the ROICC for a change which  has a cost savings and  maintains or exceeds the quality in the contract plans and specifications.  Share savings on a 55% -45% basis.

2. Discussion with the LANTDIV Value Engineer will not affect consideration of the proposal, and may clarify questions without obligation before the formal submission.

3. Information packet enclosed.

O. “Buy American” Act /  / Applies /  / Does Not Apply

1. Material or equipment from Canada, Mexico and the European Community is acceptable on contracts $6.5 million and above.

2. With limited exceptions, equipment for all other contracts must be assembled in the United States and must contain at least 51% of American-made components.

X. Standard of Conduct:  Under the Standards of Conduct and the provisions of FAR Clause 52.203-3, Gratuities (cited below), Government employees and their immediate families are prohibited by the Standards of Conduct from accepting gratuities, bribes, gifts, entertainment, or other items of value from any Contractor who is doing or seeks to do business with the Government.  Further, Government employees are prohibited from participating in any situations which would lead the casual observer to infer or conclude that the Contractor/Government employees relationship is other than ethical.  Such events as the exchange of social entertainment, dinners, lunches, drinks, etc., whether completely innocent or not, are therefore prohibited.

A. The right of the Contractor to proceed may be terminated by written notice if, after notice and hearing, the agency head or designee determines that the Contractor, its agent, or another representative:

1. Offered or gave a gratuity (e.g., entertainment or gift) to an officer, official, or employee of the Government; and

2. Intended, by the gratuity to obtain a contract or favorable treatment under the contract.

B. The facts supporting this determination may be reviewed by any court having lawful jurisdiction

XI. Partnering:  This contract will be “partnered” at level ____ All levels of partnering require good communication and mutual respect between the parties.  The ROICC is committed to the concept of partnering on every project.

XII. Disputes:  Although not anticipated nor desired, an unfortunate fact of construction administration is the possibility of a disagreement over the contract requirements.  If this occurs, we will attempt to resolve the disagreement at this level.  If this is not possible, the contractor's rights to fully outline the contractor's position on the Dispute is described in the contract.

XIII. Evaluation of Contractor Performance:  The Contracting Officer shall evaluate contractor performance at the time of final acceptance.  If the Contracting Officer concludes the contractors overall performance was unsatisfactory or outstanding, the contractor shall be advised in writing.

A.  Performance shall be based on the following elements:

1. Quality of Work

2. Timely Performance

3. Effectiveness of Management

4. Compliance with Labor Standards

5. Compliance with Safety Standards

B. Interim performance evaluations may be used to advise contractors, the contractor's bonding company, and the appropriate SBA office, if applicable, of extremes in contractor performance during the execution of the contract.

C. Just as unsatisfactory performance appraisals identify problem contractor's which may have an impact on future awards, the contractor may be formally recognized for performance in excess of contract requirements in one or a combination of the following areas:

1. A better product

2. Speed of accomplishment

3. Significant savings to the Government

4. Cooperation beyond terms of the contract to serve the convenience of the Command, the Navy, or the United States Government

5. The safety functions of the contract have been performed in an outstanding manner

D. Environmental Protection Plan:  Must be received and approved as required by Section 01575 of the specifications.  At no time is any material to be dumped or discharged into the Shipyard's storm or sanitary lines without prior written approval from Code 106 (Environmental Branch).   The NNSY Fire Department and the ROICC office should be notified immediately of all spills or other releases of hazardous materials.

Other plans or items required to be submitted, completed, and/or approved prior to start of work as required: (Please note that if demolition of a structure/building is involved, pay particular attention to the Demolition Notification Form required in specification 02220.  The State of Virginia shall be notified at least ten working days prior to the scheduled date of demolition, with a copy of the notification forwarded to the AROICC/AREICC.  Demolition can not begin until final written approval is given by Charlie Sledge of Code 106.)

XIV. The following additional conditions/questions particular to the contract were discussed:










































































































































































































































































































































































































































































































































































































































XV. THE FOLLOWING ITEMS MUST BE SUBMITTED and APPROVED PRIOR TO START OF ANY ON-SITE WORK: 

A. The following items must be submitted to the Contract Specialist and/or completed prior to the start of any on-site work:
1. Defense Subcontracting (FAR 52.21-8):

a) Promptly after award of the contract, the contractor shall submit a list of subcontractors (including sub-subcontractors) and the work each is to perform, showing the name, address, and telephone number of the key personnel of the contractor and subcontractors.  This list should be kept up to date as changes occur.  The list of subcontractors must be submitted on a SF 1413, Statement and Acknowledgment.  Submit original and one (1) copy for each subcontractor.  The prime contractor is totally responsible for the performance of subcontractors as this contract is between the Government and the prime contractor only.

A subcontracting plan is required by large business contractors or subcontractors with contracts exceeding $1,000,000.00 as required by FAR 52.219-9, FAR 19.7 and NARSUP 19.7.

b) The contractor is to submit Standard Form 295 in accordance with the instruction printed on the back of the form with two (2) copies as follows:

(1) One (1) copy to the OICC/ROICC

(2) One (1) copy to LANTNAVFACENGCOM (Code 09J)

c) The contractor must provide an explanation in the remarks section of SF 295 if no dollar awards were made to small or disadvantaged business; if the current ratio of dollar awards to small business decreased by more than five percentage points below last year's ratio for the same quarter; or if the percentage of awards to disadvantaged firms decreased in comparison to last year's ratio for the same cumulative quarter.

d) The contractor is to submit SF 294 to this Command only (No original to SECNAV) as follows:

(1) One (1) copy to the OICC/ROICC

(2) One (1) copy to LANTNAVFACENGCOM (Code 09J)

2. Performance and Payment Bonds:  Three copies of the Performance and Payment Bonds with Power of Attorney attached to each copy of Performance Bond /   /is /   / is not required.

a) Bonds must be submitted and approved prior to starting work.  If contractor starts work prior to submitting bonds, he does so at his own risk.  The Government cannot pay the contractor until bonds are submitted and approved and contract has been distributed.

b) Contractors shall not submit bonds and invoice for bonds at the same time.

c) Contractor shall wait to receive bond approval letter from our the ROICC Office before invoicing for bonds.

d) Bonds must be submitted within 10 calendar days of contract award.

3. Insurance Certifications:  Must contain statement that insurance company will give Contracting Officer thirty (30) days notice of any cancellation or changes.  Must be submitted on prime.  Prime contractors must maintain insurance certificates on all of their subcontractors which shall be made available to the Contracting Officer upon request.  Paragraph 1.2 (REQUIRED INSURANCE) of General Paragraphs Section 01310, outlines amount of coverage required.

a) Each subcontractor is required to have same insurance coverage as indicated in General Paragraphs.

b) Updated certificate from Prime Contractor is required when a policy expires.

B. Progress Schedule (FAR 52.236-150):  A progress schedule shall be submitted within five (5) days of start of work, and as required by FAR 52.235-15.  Approval of the progress schedule is required prior to the first payment.  Submit updated progress schedules with each subsequent invoice.  Invoices forwarded without an updated progress schedule will be sufficient reason to return the invoice to the contractor unprocessed.

C. Contractor Quality Control Plan:  If required by the contract, the CQC Plan must be received and approved as required by Section 01450 of the specifications.  The only work allowed prior to approval of the CQC Plan is mobilization.

D. Accident Prevention Plan:  Seven (7) copies must be submitted and reviewed by the Contracting Officer.  The required plan is described in FAR 52.236-13, Appendix A of the Corps of Engineers Safety and Health Manual (EM-35-1-1) 1996 edition, and by the letter sent to the contractor at the time of the award.  The plan must unequivocally assign responsibility and authority for safety to the superintendent by name.  As part of your safety plan, the following must be adhered to as routine safety procedures for this contract:

1. You must comply with the most stringent of the requirements of the Corps of Engineers Health and Safety Manual (EM-385-1-1) 1996 edition, OSHA, local, state, and Federal Law.

2. Record keeping requirements under the Williams-Stieger Safety Act shall apply.

E. Asbestos, Lead Paint Removal, and PCB Removal Plans:  All of these removal and disposal plans prepared by the contractor shall require review by the Safety, Health, and Environmental Department at Norfolk Naval Shipyard.  In the event any of these plans are required by this contract, allow a minimum of three to four weeks for approval/disapproval.  The asbestos plan requires a pre-work meeting prior to starting work.
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