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6. CONSTRUCTION MANAGEMENT  
Introduction: 
This Section establishes responsibilities and procedures for provision of Construction Management 
Services for the San Diego Community College District (SDCCD).  Included are those components of a 
project necessary to ensure that all awarded construction projects are completed on time, within budget, 
and with high quality material and workmanship. Components include pre-construction activities, safety, 
submittals, schedules, Request for Information (RFIs), job reports, inspection, change orders, application 
for payment, and claims. 

 
 

6.1   CONSTRUCTION PROGRAM  
Overview: 
The procedures described herein are to be utilized by the District staff, the Program Manager, the 
Architect/Engineer, the Project Manager (PM), Project Inspector (PI) and the Construction Manager 
(CM) in order to effectively manage and administer the Construction Contract.  These procedures are 
based upon the General Conditions for the Construction Contract.  In the event of a conflict, the 
Construction Contract will supersede the Program Manual. 
 
 

6.1A Roles and Responsibilities 
The CM and PM shall administer the Construction Contract in accordance with the roles 
defined in this Division.  The following defines each of these roles. 
 
The Owner (District) 
The San Diego Community College District (referred to as the District or SDCCD)  
 

 Vice Chancellor for Facilities Management: The Vice Chancellor is responsible 
for approving all Contracts and Contract Change Orders for Construction 
Management Services.   

 District Construction Manager:  The District Construction Manager is 
responsible for management of the Proposition S & N Construction Bond Program. 

 District Architect:  The District Architect is the designated Building Official for the 
Proposition S and N Construction Bond Program. 

 
Program / Project Managers (PM) 
The companies with whom the Owner has entered into Contracts for Program and Project 
Management services.  PM shall be synonymous with the term Ownerôs Representative. 
 
The Prop S & N Program execution is to be structured around four (4) project managers, to 
be assigned to City College, Mesa College, Miramar College and Continuing Education 
facilities projects, respectively.  The Campus Project Manager (CPM) will be the 
primary point-of-contact for their respective campus reporting to the District Construction 
Manager. They will be responsible for coordinating design services, interfacing with the 
construction management team on each project, providing a campus liaison for the Vice 
President of Business Services, and coordinating post-construction, pre-occupancy 
activities like furniture and equipment installation.   

 
            Construction Manager (CM) 

The person, firm, corporation or entity contracted for management and administration of                                                                          
construction contract(s) relative to a District project.  The CM is the authorized 
administrative representative for the District during the construction phase regarding 



  
       SAN DIEGO COMMUNITY  
        COLLEGE DISTRICT 

 

Division 6  
Page 3 of 36  

construction supervision and coordination.  They are specifically tasked with schedule 
monitoring, cost containment, conflict resolution, issue tracking, meeting documentation, 
correspondence and communication between project stakeholders.  The Construction 
Manager will report to and receive direction from the Campus Project Manager.   

 
Architect/Engineer (A/E) 
The person, firm, corporation or entity responsible for the Project Architectural or 
Engineering designs licensed to practice Architecture or Engineering as identified in the 
Contract Documents.  (Referred to as the Architect of Record (AOR) for individual projects.)  

 
Contractor 
The person, firm, corporation or entity with whom the Owner has or intends to enter into 
a Contract for construction of a District project.   

 
Trade Contractor 
The person, firm, corporation or entities performing a single trade under a multiple-prime 
contract arrangement.  A Construction Manager will manage these single trade contracts. 

 
Sub-Contractor 
The person, firm, corporation or entities performing a single trade under a general 
contractor.   
 
Project Inspectors (PI)  
Also know as Inspector of Record, act under the direction of the project architect or 
registered engineer and is also subject to supervision by a representative of Department 
of State Architect (DSA), in accordance with the requirements of Title 24 of the California 
Code of Regulations.   The Project Inspector must perform specific duties and inspect all 
aspects of construction for compliance with the requirements of the DSA-approved 
construction documents. 
 

Specialty Inspectors (SI) 
Responsible for confirming that the work of construction, within their area of expertise, 
complies with SDCCD Standards.  Specialty Inspectors shall work through and report to 
the Project Inspector.  Specialty Inspectors are typically provided by the testing labs and 
geotechnical engineers. 

 
 

 

 
6.2   PRE-CONSTRUCTION 
Overview: 
This section describes actions required for a smooth transition from the Bid and Award phase to the 
Construction phase of a Project. 

 
 

6.2A    Preliminary Submittals 
Within fourteen (14) days after the Effective Date of the Contract, the Contractor shall 
submit to the CM for review the following items.  The CM shall ensure that these submittals 
are copied to the architect and the PM and the PI, and that they are entered into the 
appropriate Expedition logs.  The CM is responsible for reviewing these submittals and 
providing a recommendation of approval to the PM. 
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6.2A-1 Schedule of Values 
A certified schedule of values, which includes a detailed breakdown of the Contract 
Amount for the Work, Contract and/or Project site, in sufficient detail to serve as the 
basis for construction progress payments. CM and the PI shall certify the accuracy of 
the Schedule of Values. A sample Schedule of Values template is provided at the pre-
construction meeting. 
 
6.2A-2 Cash Flow 
A cash flow schedule of estimated monthly payments to the contractor, estimating the 
values and construction time of the various portions of the Work to be performed, 
including sub-contractors and/or material and equipment suppliers.  PM should submit a 
copy of the cash flow to District Construction Manager and other appropriate Project 
Controls personnel. 
 
6.2A-3 List of Subcontractors 
A List of Subcontractors and of all other parties furnishing labor, material, or equipment to 
the CM  which includes names, addresses, telephone numbers, fax numbers, license 
numbers, and classifications, along with the amount of each such subcontract or the total 
price of such labor, material, and equipment needed for each subcontractors total portion 
of the Work 
 
6.2A-4 Preliminary Schedule 
A Preliminary Schedule, indicating the duration in days and dates of starting and 
completing the Work, including but not limited to any and all milestone dates 
specified in the Contract Documents.   Additional schedule information is provided in 
section 6.6A. 
 
6.2A-5 Schedule of Shop Drawings 
A preliminary Schedule of Shop Drawings, materials list, Product Data and Sample 
submittals setting forth the submission dates and the scheduled durations for 
submission, review and processing. The CM should send a copy to the A/E if deemed 
necessary for input. 
 
Following approval recommendation from the CM, the PM is responsible for reviewing 
and approving the Preliminary Submittals. Upon approval, a copy of the Preliminary 
Submittals shall be made available to the District Construction Manager  

 

6.2B Pre-Construction Meeting 
Within twenty (20) days after the Effective Date of the Contract, but prior to the 
issuance of the Notice to Proceed, the CM shall hold a pre-construction meeting.  The 
Contractor and all Trade Contractors or Subcontractors, including the Abatement 
Subcontractor (if contracted) are required to attend this mandatory Pre-Construction 
meeting at a time determined by the CM. The meeting is held in order to review 
responsibilities, procedures, and other administrative requirements contained within the 
Contract Documents. 
 
It is the responsibility of the CM to prepare and issue Pre-Construction Meeting 
Notice with meeting date, time and location to the attendees at least seven (7) days 
prior to the scheduled meeting. The list of attendees may vary depending on the type of 
Project (i.e. Repair, New Construction, etc.) or as determined by the CM, however, the 
Pre-Construction Meeting notice shall be transmitted to at least the following: 
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 District Construction Manager 

 District Architect 

 Project Inspector 

 Campus Project Manager 

 Architect & Consultants 

 General Contractor and subcontractors / Trade Contractors 

 College Representatives (obtain from PM) 

 District Facility Services Representative 

 Labor Compliance Program representative 

 Environmental Consultant (if any) 

 IT Staff 

 Lab of Record 
 
The CM prepares a Pre-Construction Meeting Agenda. Agenda items shall include 
significant items, which could affect progress of the Work, including, but not limited to 
the following: 

 Introduction and Background 

 Sign-in Sheet 

   Communications point for Owner, Architect, Project Inspector, CPM, Construction 
Manager, and General Contractor 

   Construction time-line including notice-to-proceed, contract duration, and contract 
completion date 

   Construction Schedules and Progress Reporting  

   Supplementary Conditions 

   Special Conditions 

   Summary of the Work 

   Owner supplied equipment and materials and any owner furnish/owner installed 
coordination 

   Contractorôs use of site and premises, including employee parking, access routes & 
no drive areas 

   Site conditions and working hour constraints 

   Owner occupancy 

   Owner salvage rights 

   Schedule of Values 

   Application for Payment 

   Labor Compliance & Prevailing Wage Requirements 

   Leadership in Energy and Environmental Design (LEED)Certification  

   Daily Reports 

   Requests for Information (RFI) 

   Use of Expedition ï Primavera Project Manager & P3 or Suretrack 

   Change Order procedures 

   Safety and Environmental Requirements, including Contractor safety requirements  

   Submittals and Schedule of Submittals 

   Quality Assurance/Quality Control 

   Testing and Inspection 

   Utilization of asbestos-free materials 

   Coordination of low-voltage systems with District Regional Facilities Officer 

   Product substitutions 

   Commissioning 

   Start-up of systems 

   Systems demonstration 
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   Instructions regarding sex offenders 

   Close-out 

   Signage Submittals 

   Reporting of Lost Time Accidents to SDCCD 
 

The CM shall conduct the meeting.  The District Architect will kick-off the meeting to make 
introductions of appropriate College officials and the CM team.  During the meeting, the CM 
and other participants shall: 
 

 Review all agenda items and issue any District required Project Forms into the contractor.  
Electronic format available at: http://portal.sdccdprops-n.com/default.aspx. 

 Discuss the roles, duties and responsibilities of the District, CPM, Architect, CM, 
Contractor and PI. 

 Review details of processes Change Orders, submittal and processing of payments and 
owner assessments, and Claims process. 

 Review Architect responsibilities including but not limited to DSA approvals of 
Change Orders and Project certification. 

 Review, discuss, and recommend corrections to the Contractorôs preliminary 
schedules as referenced above (the CM may coordinate a separate meeting to 
discuss schedule specifics). 

 Use of the Daily Construction Report by the Contractor and process for 
submittal to the PM. 

 
The CM shall prepare and issue meeting minutes to attendees and interested parties no 
later than five (5) calendar days after the meeting date.  All meeting minutes shall be 
prepared in Expedition.  A sign-in sheet will be distributed and all attendees must sign-in 
with name, company, position, and phone number.  The format for the meeting minutes is 
a recapitulation of the agenda with individual discussion, comments, and agreements 
recorded after the agenda topic.  Specific mention should be made in the meeting and 
recorded in the meeting minutes of any Contractor submittals received in advance of, or 
at the meeting, and if they appear to be acceptable. 

 

 
6.2C    Labor Compliance Requirements 
The representative from the Labor Compliance Program shall discuss federal and state labor 
law in addition to District requirements applicable to the Contract. The Labor Compliance 
Program Pre-Construction Meeting Checklist, Labor Compliance Manual, and a 
sample copy of the Certified Payroll Form, will be distributed to the contractor and trade 
contractors/subcontractors. Information regarding record keeping responsibilities, 
requirements for submission of certified payroll records, and the prohibition against 
discrimination in employment will be provided. 
 
The Contractor and subcontractors will be required to sign both the Labor Compliance 
Program Pre-Construction Meeting Checklist and the Labor Compliance Manual 
acknowledging their understanding of the requirements as described in the documents. 
 
If a representative from Labor Compliance Program is not present, the CM should be 
prepared to present the Labor Compliance approved information and distribute the required 
documents. The CM should direct all questions regarding Labor Compliance to the Labor 
Compliance Officer. 
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The Contractor is responsible for forwarding the signed pre-Construction Meeting Labor 
Compliance documents to the Labor Compliance Program at: 
 

SDCCD 
 c/o Marty Glaske 
 Gafcon, Inc. 
 701 B Street, Suite 1600 
 San Diego, CA 92101 
 Telephone Number: (619) 231-6100 
 Fax Number: (619) 231-6995 
 

Note: See Division 3, Section 4 for complete Labor Compliance Program Procedures, and 
reference. 

 

6.2D    Survey of Existing Conditions 
Prior to the commencement of any Work, the  Contractor, in the presence of the Project 
Inspector (PI) and CM , shall perform a thorough existing conditions survey of the Project 
site, adjacent sites and public right of way approaches, in order to document, photograph, 
or videotape in order to memorialize existing conditions and/or defects of existing 
improvements. 
 
Items not listed at the time of the survey will be assumed to be the result of the 
Contractor, and therefore his responsibility to repair or replace.  The District does not 
assume any responsibility for the contractor errors and omissions in identifying the 
existing conditions. 
 
The contractor completes a Survey of Existing Site Conditions Report, including 
photographs and videotape if taken. Once completed and acknowledged in writing by the 
contractor and PI or CM, it shall be filed with the CM with copies transmitted to architect. 

 

6.2E    Notice to Proceed (NTP) 
Upon completion of the Contract requirements, the District Architect or the Districtôs Contract 
Specialist will prepare the Notice to Proceed.  The Contract Specialist will issue the NTP to 
the Contractor, typically within 48 hours of receipt. The Contract Time will commence on the 
date specified in the Notice to Proceed.  A copy of the NTP shall be provided to the CM, PM, 
PI, Q&E and Labor Compliance.   
 

6.2F    Subcontractor Substitution 
This procedure outlining the actions required for the substitution of subcontractors for a 
Project according to the specific requirements for the Contract Documents is described in 
Chapter 4, commencing at Section 4100, Part 1, and Division 2 of the California Public 
Contract Code. 

 
6.2G    Contract Escrow Accounts for Retention Payments 
Should individual trade contractors or general contractors request an escrow account for 
retention payments, the Construction Manager shall follow the procedure outlined by the 
District. 
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6.3  PARTNERING  
Overview: 
The District encourages the use of the óPartnering Approachô to project implementation.  While 
the definition of partnering is broad and may sometimes follow an agreed upon legal structure, 
here it is meant to be an informal process that encourages teamwork, cooperation, 
responsiveness, unified effort, and dedication to problem solving. 
 
A project that evolves in a well-planned environment by team members, who are professional, 
friendly, accommodating and responsible, will most likely be completed on schedule and on 
budget, to the satisfaction of all the participants and stakeholders. 
 
The concept of Partnering is to remove, to the highest extent possible, the fear of real, imagined, 
or anticipated barriers that are inherent in the conventional legal relationships within the 
contracting system.   
 
The group of strangers that happened to be pulled in to a common cause because they 
happened to be the lowest bidders, will attempt to get to know each other on a personal basis, 
develop respect and trust, clear up the lines of communication, address concerns and fears 
upfront, and deal with them collectively and openly.   
 
This setting facilitates faster identification of issues; it encourages exchange of ideas and problem 
resolution. 
 

6.3A  Initial Session  
In order to exercise and enjoy such relationship, the District may hold one or more 
Partnering sessions per project over $5 million construction amount. The CM is 
responsible to coordinate the Partnering meetings.  The District Construction Manager, or 
his designee will run the partnering meeting. 

 
 

6.3B  Team Members 
The team members will consist of the Ownerôs various representatives, Architect, 
Consultants, Construction Manager, Campus Project Manager, Inspectors, General 
Contractor, Trade Contractors, Subcontractors and others.  The first session will focus on 
personal and contractual relationships and will provide opportunity for the team members 
to express their wishes, desires, and concerns with the project. The team will develop a 
Charter statement and set project goals. 

 

6.3C Additional Sessions 
Subsequent partnering sessions will be called for at the discretion of the District or per 
requests of the team members.  In successive sessions the team may evaluate their 
previous success or flaws and will suggest remedies in order to maintain the optimal 
working relationships.   

 
It is anticipated that the Partnering ñspiritò shall prevail during all the regular construction 
meetings and, to avoid common pitfalls, that trade contractors and subcontractors shall 
be invited to participate in problem solving discussions early in the process. 
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6.4     JOB SITE SAFETY PLAN 
Overview: 
A safety program must be in place for each project in order to provide an overview of Safety 
Standards and to promote the safe and responsible work methods and conduct at each Project 
site.  The Safety Plan will help ensure a safe environment for the general public, students, staff, 
and faculty, District and construction personnel. The purpose of this requirement is to provide a 
record of the General Contractorôs methodology of safety enforcement and hazard prevention. 
 
 

6.4A  Procedures 
A Health and Safety Plan for the GC and each of the subs must be submitted to the 
District in accordance with Cal-OSHA, federal and local safety standards within seven (7) 
days of Notice to Proceed and before any Work begins.  The CM shall insure a plan 
exists, but will not review for compliance with safety standards.  Compliance will remain 
the full responsibility of the GC. 

 
The CM acknowledges receipt of the GCôs Health and Safety Plan by letter.  The CM 
maintains all copies of the Plan in project submittal files. 

 
The CM should discuss Project Site safety at the Pre-Construction Meeting and make 
safety a regular agenda item for Progress Meetings. 

 
The Contractor is responsible to provide adequate first aid equipment and supplies at the 
Project, as well as ensuring that an adequate number of first aid and CPR-trained 
individuals are at the Project per Cal/OSHA requirements. CM/Contractor is responsible 
for the proper training of its employees, and to ensure that subcontractor employees, and 
in some cases, vendors are properly trained   

 
The Contractor is required to provide three (3) copies of the material safety data sheet 
(MSDS) of all products to the CM for their records as well as maintaining MSDS for each 
product available at their jobsite trailer or work area in a highly visible area. 

 

6.4B  Comments  
The District does not have expressed or implied responsibility for the GCôs safety 
program.  The GC has sole responsibility to provide and enforce its safety program. 

 
GC shall have on hand approved adjustable, headband protective helmets and approved 
safety goggles for any visitors on site.   

 

6.4C  Safety Violations  
Upon verification of an unsafe act, CM or Contractor shall notify all concerned parties 
immediately via a Notice of Non-Compliance. The   Contractor shall: 

 

 Verbally notify a contractor supervisor or contractor safety representative 
as soon as an unsafe condition is observed.  

 Document verbal notices.  The notice should cite details of the observed 
hazard or concerns.  

 Provide an appropriate and timely response as required. 

 Ensure appropriate corrective action is taken, and document the 
corrective action and forward onto PM for review and records. 

 Inform the PM about violations or if a contractor repeatedly fails to take 
timely corrective action. 
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6.4C-1    PI Responsibilities 
In the event of safety violations or unsafe condition, the PI may declare an 
unsafe act and issue a notice of noncompliance.  The PI shall notify both the 
Contractor and the CM in the event a notice is issued.   

 
6.4C-2    CM Responsibilities 
In the event of safety violations or if a contractor repeatedly fails to take timely , 
the CM should recommend to the PM corrective action such as, stopping work, 
withholding payment or informing the appropriate authorities.  PM will discuss 
with the District Construction Manager, as appropriate. 
 

 
REFERENCES 

 
 Construction Specifications          Health and Safety Requirements 

 
6.5 SUBMITTALS 
Overview 
This procedure outlines the administrative and procedural requirements for submittals required for 
the Work, including but not limited to, Shop Drawings, Product Data, Samples, mock ups, 
material lists, and quality control items as required by the Contract Documents.   
 

6.5A Responsibilities  
It is the responsibility of the CM to see that all the necessary submittals are received, 
logged in and distributed to the appropriate entities. It is up to the PI to ensure that the 
products, equipment, systems and materials submitted and specified by the A/E are 
properly provided and installed by the general contractor.  It is necessary to review and 
monitor all required submittals including shop drawings, product data and product 
samples.  Record copies of submittals must be maintained and referred to in the 
administration of the work. The PI will maintain the file for the submittals. The A/E will, as 
part of his review, confirm that submittals meet all District Standards for specification of 
technology, building systems, hardware, control systems, fixtures, etc. 

 

            6.5B    Procedures 
It will be necessary to review and monitor all required submittals including shop drawings, 
product data and product samples.  ñRecordò copies of submittals must be maintained 
and referred to in the administration of the work. 
 

6.5B-1 CM Role  
The CM will receive and review master submittal schedule and log from GC in 
accordance with the specifications. The master submittal schedule(s) shall 
include Shop Drawings, materialôs list, Product Data and Sample submittals.  The 
CM will forward a copy of the Master Submittal List to the A/E for review and 
acceptance.  The log will be used to monitor the delivery of the submittals from 
the GC to the A&E and back to the GC. The report will outline the required 
submittals by specification section, be coordinated with the project schedule and 
procurement plan.  

 
Schedule of submittals shall be related to Work progress, and shall be so 
organized as to allow sufficient time for transmitting, reviewing corrections, 
resubmission and re-reviewing. 
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Each submittal should include the following information: 
Á Specification Number 
Á Submittal Number 
Á Revision Number 
Á Item or service description 
Á Planned submittal date 
Á Review due date 
Á Submittal disposition 
Á Planned re-submittal date 
Á Delivery or fabrication time 
Á Required job site date 

 
The CM will: 
1. Notify the GC of any required changes to the Master Submittal List. 

 
2. Transpose the submittal log information into Expedition.  Each submittal 

shall be entered separately for tracking purposes. 
 

3. Monitor the scheduled submittal dates.  No less than weekly, review 
required and/or delinquent submittals at Project Progress Meetings.  
Notify GC or A&E of delinquent submittals in writing.  This notification 
may be done as part of the minutes of the weekly project meeting, 
assuming the GC and A/E are in attendance. The contractor shall revise, 
update and provide the submittal schedule to the CM on the first of each 
month, or as required by the CM. 

 
4. The A/E shall have up to seven (7) days to reply to each submittal, other 

than Shop Drawings, for which the A/E shall have fourteen (14) days to 
reply.  The A/E shall be granted an Expedition license and reply to 
Submittals using the on-line Expedition process. 

 
In many cases, review of submittals will be required by the District, which 
will occur simultaneously with the architect and/or consultant(s).  Review 
time by the District will also be seven (7) calendar days.  The PM will 
forward the submittal to the District, who in turn will return to the CM for 
distribution to the contractor.  The District will utilize the same transmittal 
form as per the architect and/or consultants. 

 
If required, the contractor will resubmit submittals in a timely manner.  
Review times for resubmitted items shall be seven (7) calendar days. 

 
5. The architect and consultants will stamp each submittal with a uniform, 

action stamp (Section 01300, Submittals). 
 

6. The CM shall update the submittal log. 

 Retain a file copy. 

 Log transmittal date. 

 Indicate date of return on transmittal. 
 

7. Upon return of the submittal from the A/E, log the response and 
transmittal date.  If approved, forward to the GC. If disapproved or 
rejected: 

 Note the actions required by the GC. 
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 Return the submittal to the GC. 

 Retain a file copy. 
 

8. The PI shall retain a record copy of all approved submittals and shop 
drawings for the job files.   
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6.6 CONSTRUCTION SCHEDULE 
Overview: 
The Construction Schedule is essential to ensure that all parties meet their obligations in a timely 
manner and within Contract milestones.  Schedules are vital for demonstrating how each partyôs 
action will impact the Contract milestones.  The Districtôs expectations are that procedures are 
followed to ensure that the construction schedules are submitted on a timely basis and accurately 
reflect the actual sequence of the work. ñDayò shall mean calendar day unless otherwise defined. 

 
The work under the contract shall be planned, scheduled, executed and reported by the 
Contractor using a cost-loaded Critical Path Method (CPM) schedule created in Primavera 
Project Planner (P3) or Suretrak.  All schedules prepared by the Contractor shall be based on the 
Contract as awarded, and shall be on the basis of materials and equipment described in the 
Contract Documents without consideration of possible substitute or ñor equalò items, even if the 
Contractor pursues a substitution in accordance with provisions of the Contract.  The Contractor 
shall employ and supply a sufficient force of workers, material and equipment, and shall 
prosecute the Work with such diligence so as to maintain progress, to prevent Work stoppage 
and to achieve Substantial Completion of all of the Work within the Contract Time. 
 

6.6A Initial Schedule Format  
The Contract Schedule submittals shall consist of at a minimum the reports described in 
the General Conditions (GCs). These reports are provided by the District to the 
Contractor in electronic format at the Preconstruction Scheduling Conference.  The CM 
must contact the Program Manager in the SDCCD Prop S & N Program Management 
Office to provide the latest scheduling template (Suretrak or P3).  The Contractor must 
provide three (3) copies of all specified Gantt chart layouts with filters, grouping and 
sorting as specified in the GCs.  The exact layout of the Gantt chart layouts is subject to 
the approval of the District.  Except for the CPM plot, all reports and charts shall be 
printed with landscape orientation on 8-1/2 x 11 paper and shall be three-hole bound.   

 Three E-Size time-scaled CPM plots with portrait orientation organized by 
Building/Area, then by Level/Floor, and sorted by total float, and early start and early 
finish dates.   The CM will use this format to recognize major trends and to trace 
activity relationships. 

 Detailed Gantt chart schedule with filter to include all activities; organized by 
Building/Area.  The CM will use this layout on a daily basis to record progress and 
glean detailed schedule information. 

 Look ahead Schedule Gantt chart with filter to include activities with early dates 
within ï20 days to +20 days of the data date; organized by Building/Area.   

 Provide a Critical & Near Critical Activities Gantt chart with filter to include activities 
with less than 20 days total float; organized by Campus, then by Building/Area.  The 
CM will use this layout to quickly research whether a change directive or RFI-
response will adversely impact the schedule. 

 Critical (Longest) Path Gantt chart with filter to include longest path activities.  The 
CM will use this layout to monitor the critical path and identify activities or 
relationships that are new to the critical path.   

 Summarized Pay Request Gantt chart layout with filter to include all activities; 
organized by Building/Area, then by Program Code (PRGM); summarized by PRGM.  
The CM will use this layout to status monthly Pay Requests. In Expedition.  

 Baseline Schedule Narrative to include description of abbreviations, the general 
sequence of the work and movement of crews, justification of activity durations on the 
critical path, any long lead equipment, any physical constraints to completing the 
work, and any assumptions made in developing the schedule.  The Schedule 
Narrative accompanying subsequent submittals of the Construction Schedules shall 
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include descriptions of the following: 1) A detailed descriptive report of the physical 
progress during the report period.  This report shall separately address each building, 
building level, and area of the site; 2) Plans for continuing the work during the 
forthcoming report period. This plan shall separately address each building, building 
level, and area of the site; 3) Actions planned to correct any negative float 
predictions; 4) Explanations of potential delays and/or problems and their estimated 
impact on performance, milestone completion dates, and the overall Contract 
completion date; 5) Alternatives for possible Construction Schedule recovery to 
mitigate any potential delay or cost increases; 6) A descriptive summary of each 
revision incorporated into the schedule since the last update and its affect on the 
schedule.   

 Electronic copy of the native schedule files for all Contract Schedules on Program 
Internal Website.  Subsequent schedule updates may be automatically compared 

using commercially available schedule comparison software such as Digger  (a.k.a. 

Claim Digger) or Prima-plan Project Investigator .  Comparison reports are 
especially useful to identify dramatic loss of float (slippage), subtle activity 
manipulation (changing calendars or descriptions), and unapproved schedule 
changes (changed relationships, durations) that are in contravention of the GCs.  The 
CM may seek assistance from the SDCCD Prop S & N Program Management Office 
to assist in generating the comparison reports.  Using the native schedule files, any 
of the above listed reports may be printed in color on District equipment. 

 
 

6.6B Baseline Schedule Review Guidelines 
The CM will: 

1. Review the Contractorôs schedule for conformity with the specifications, and 
forward to the Architect and the PM for parallel review. Within 7 days, (or as 
provided in the actual construction contract), return the schedule to the 
contractor with detailed, written baseline schedule review comments. 

2. The Construction Schedules shall show the breakdown of work into activities 
and relationships to the extent required to effectively plan the project, report 
work progress, and analyze time impacts.  The schedule should include: the 
schedule dates of start and completion per the contract along with the 
phases, include adequate milestones, durations no longer than 14 workdays, 
(or as provided in the actual construction contract), sufficient activities for all 
the trades and purchases, delivery of critical items, owner supplied material 
and reasonable duration for closeout of the project.  

3. CM must analyze the baseline schedule to address/examine the following 
issues and concerns.  The CM may seek assistance from the SDCCD Prop S 
& N Program Management Office to assist in the baseline schedule review. 

 Is the critical path reasonable? Do non-essential activities appear on the 
critical path?  If activities appear on the critical path that would not 
normally control project completion, then review the activity inter-
relationships and estimated activity durations in detail.  Are there multiple 
critical paths?  Review the parallel sequences of critical activities to 
determine why each is critical.  The presence of multiple critical paths in 
conjunction with over 25% of activities with critical status may indicate 
use of float suppression techniques by the Contractor.  Such 
suppression (or sequestering) of float is prohibited by the GCs.  The 
Contractor shall remove any float suppression techniques, e.g., inflated 
durations, preferential sequencing (crew movements, equipment use, for 
reuse, etc.), artificial logic, imposed dates, and scheduling of non-critical 
work.  Adequately document all violations of the GCs in the baseline 
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schedule review comments, and require the Contractor to clarify or 
correct the issues in the baseline schedule resubmittal. 

 What activities are near the critical path?  Near critical activities are 
those that have little total float (less than 20-30 days of float) and could 
easily become critical as a result of an unforeseen condition, late 
submittal, poor performance, or District-contemplated change.  Does the 
potential exist for changes to critical or near critical path activities?  
Notify the CM of all concerns in writing. 

 Are any activities scheduled out-of-season?  Does the work-as-
scheduled comply with the construction phasing restrictions mandated by 
the Contract Documents (CSS 01100)?  Adequately document all 
violations in the baseline schedule review comments, and require the 
Contractor to clarify or correct the issues in the baseline schedule re-
submittal. 

 The amount of work that can be performed efficiently depends on a 
number of factors that include the type of project, site size and layout, 
stage of construction, and the nature and proximity of concurrent 
activities.  Is there an excessive amount of work at any time?  Do 
sufficient amount of Contractorsô resources exist to support concurrent 
activities? Do safety hazards result of activities being performed 
simultaneously in close proximity?  Will adjacent work be adversely 
impacted by interference from concurrent work?   Adequately document 
any concerns in the baseline schedule review comments, and require the 
Contractor to clarify or correct the issues in baseline schedule re-
submittal. 

 
 

6.6C Monthly Update Review Guidelines 
It is the responsibility of the CM to monitor the progress of the project in conjunction with 
the submitted schedule of the contractor. 

 
1. Monitor the contractorôs progress through short interval schedules and monthly 

schedule updates to determine any variance from approved contract schedule or 
previous monthôs approved schedule update.  If progress varies from accepted 
contract schedule, CM will determine if critical path or College activities have been 
adversely affected.  If no delay to critical path or other activities, CM to continue to 
monitor progress.  If critical path delay is evident to the CM or if the Contractor gives 
notice of delay, the CM should immediately request a Time Impact Analysis (TIA) 
from the Contractor.  

2. Closely monitor critical path activities.  If new activities appear on the critical path, 
immediately determine the cause and act swiftly to appropriately address the issue 
(e.g. issue change directive to mitigate the delay, request a TIA, request a recovery 
schedule, etc.)  Remember that the GCs prohibit the Contractor from adding new 
activities or relationships via the monthly schedule updates.   

3. Closely monitor near critical (less than 20-30 days of float) activities throughout the 
course of the construction process.  It is helpful to be aware of near critical activities 
when issuing owner-initiated changes and responding to cost-bearing RFIs.  If a 
change directive or RFI-response will adversely impact the schedule, the CM should 
immediately inform the Architect and PM, and jointly re-evaluate the need before 
proceeding with issuing such a directive. 

4. Are sufficient resources devoted to the project to support the critical path daily 
productivity (derived from quantity of work/activity duration)?  If actual production 
rates observed in the field by the Project Inspector do not meet or exceed the rates 
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necessary to achieve the duration shown in the CPM schedule, then advise the 
contractor to re-evaluate the project staffing or re-evaluate the CPM schedule 
durations to accommodate the field productivity actually being achieved.  Adequately 
document any concerns in the monthly update review comments, and require the 
Contractor to clarify or correct as appropriate in the next monthly update. 

 

 
 6.6D Comments 

1. Know the General Conditions and act quickly and firmly at the first sign of 
schedule slippage. 
Whenever the District or other contractors perform major portions of the 
engineering, procurement of OF/OI FF&E, construction, or start-up, the Project 
Manager working with the Program Manager  must coordinate the planning and 
scheduling effort and ensure it dovetails into the Master Program Schedule.   The 
following must be adhered to: 
a. Seek and obtain details of individual College schedule requirements and 

incorporate into the Master Program Schedule.  Reflect detailed, site-
specific, ñuse of premisesò restrictions in the bidding documents.   

b. Review the Project and the Contractorôs schedule with the project team and 
reflect key dates at a summary level in the Master Program Schedule. 

 

6.6E      Time Impact Analysis 
When the Contractor experiences delays, the Contractor must submit a written time 
impact analysis (TIA) (to include a frag-net and a narrative) to the District with each 
request for adjustment of contract time.  For District contemplated changes, the 
Contractor must submit a TIA in duplicate within 15 working days, (or per the actual 
contract), of receiving a written request for a TIA from the District.  The CM may seek 
assistance from the SDCCD Prop S & N Program Management Office to assist in the TIA 
review. 

 
The Contractor is not allowed to submit the new activities and logic in the monthly 
updates, but instead shall separately submit the frag-net and narrative to the 
Construction Manager as a "Time Impact Analysis" (CSS 01320).  This maintains ñcleanò 
and timely updates, and prevents unapproved critical paths from materializing in the 
monthly schedule updates that would prohibit proper TIA for future unrelated delay 
issues.  Each TIA approved by the District must be shown on the Contractorôs next 
monthly schedule update. 

 
The preferred method of TIA is a window analysis.  A window analysis is frag-net 
schedule that consists of the last approved schedule immediately prior to the start of the 
delay with relationships and activities added to represent the impact of the delay event on 
the Contract Schedule.  This technique should account for all contractor inefficiencies 
and non-performance issues prior to the delay event, thus permitting accurate delay 
calculation.  For a simple delay, the delayed activity (ies) must be divided into Parts I and 
II by creating a new activity for Part II and renaming the old activity to Part I.  The finish 
date of Part I must correspond to the last day work was accomplished on the activity prior 
to the delay.  The dates the Contractor received direction from the CM or Architect must 
be shown as one-day activities in the frag-net (including Response to RFI No., Meeting 
Minute Date, Correspondence date, etc).  The start date of Part II must correspond to the 
first day work resumed on the activity after the delay.  The Contractor must add an 
activity to represent the delay event that includes an activity title that accurately labels the 
delay event (including PCO No., CO No.).  The Contractor should make the delay event a 
successor to Part I, and a predecessor to Part II.  The start and end dates of the delay 
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event activity should accurately represent the start and end of the delay, and the 
Contractor should submit all project correspondence/documents that correspond to the 
alleged dates.  A written narrative must accompany the CPM schedule analysis that cites 
all relevant supporting documentation, describes the cause of delay in detail, describes 
the Contractorôs daily activities (related to the delay) on each day during the delay period 
(for example: waiting for CM response, mobilizing subcontractor forces, procuring 
materials, performing extra work), and communicates the Contractorôs diligence in 
mitigating the delay and/or expediting the change.   

 
If a delay is realized, then determine the cause of the delay. 
1. The CM must maintain an issue file for each potential delay event.  All relevant 

correspondence must be copied to the issue file to allow for the later creation of an 
event chronology.   

2. If the Contractor is responsible for the delay, then request, in writing, a recovery 
schedule submittal. 

3. If the District is responsible for the delay, then meet with General Contractor to work 
out corrective action plan. 

4. If delay caused by Architect/Engineer (A/E), the CM will notify the A/E, and then meet 
with A/E to work out corrective action plan. 

5. If delay is excusable, determine time and cost of excusable delay and issue change 
order for time and/or cost. 

6. If delay is not excusable, issue written notice to the contractor and have the 
contractor submit a corrective action plan. 

 
If the contractor fails to co-operate or recover lost time, begin enforcement actions in 
accordance with the General Conditions of the Contract which may include the following: 

  ǒ Withhold partial payment and so notify Contractor. 
       ǒ If the contractor still fails to recover schedule, notify the contractor and his surety 

(if applicable) of potential liquidated damage assessment.  
  ǒ Require additional hours per day or days per week (accelerate) to recover 

schedule 
 

References 
Specification Sectionï Schedules and Reports 

 
 

6.7 REQUESTS FOR INFORMATION (RFIôS): 
Overview: 
A RFI process is required to manage conflicts, errors, omissions or questions concerning 
interpretation or clarification of the Contract Documents.  
 

6.7A    Definitions 
The Request for Information (RFI) is a written request prepared by the Contractor and 
issued to the CM requesting a clarification of the Contract Documents.  A Request for 
Information shall be submitted. 

 
ǒ A minimum of seven (7) days prior to commencement of any Work indicated in 

the Project Construction Schedule, in order to clarify the intent of the Contract 
Documents relative to the Work; 

ǒ Upon discovery of minor conflicts or discrepancies in the Work discovered during 
actual performance of the Work.  

 
An RFI submitted by the contractor outside the time limits as specified in and shall not 
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give rise to or establish the basis for any Claim seeking adjustment to the Contract 
Amount and Time based on, but without limitation to, delay, acceleration, disruption, 
hindrance or similar causes. 

 

6.7B    Procedure 
1. The CM shall review the Request for Information process with the Contractor at 

the Pre-Construction Meeting.   
2. When a question regarding the Contract Documents is brought forth, usually by 

the General Contractor (GC) and the answer is not in the scope of the PI or CM 
to answer, the GC will create a RFI. 

3. The Contractor shall prepare a Request for Information on the form provided and 
shall reference all the applicable Contract Documents including Division and/or 
Specification section, detail number, Drawing and/or plan designation. 
The CM is responsible to the best of his ability for ensuring that RFIôs that may 
affect the progress of the Work receive appropriate expedited responses.  

4.       If the contractor believes a response to an RFI establishes a basis for an 
adjustment in the Contract Amount, and/or Schedule Contract Time, the 
contractor shall submit a Change Order Request within ten (10) days of the date 
of issuance of the RFI response.   

5. The RFI is sent directly to the A/E with copies to the CM and PI. The CM will 
enter the RFI into Expedition. 

6. The A/E responds within seven (7) days and returns the RFI to the GC, with 
copies to the CM and PI. 

a. The CM will assign a Classification Code, which indicates the cause or reason for 
the RFI and enter the code for the RFI in Expedition. 

b.  If the GC believes the response to the RFI modifies the project scope or 
duration, the GC should submit a Request for Change Order (See section 1.7 
Change Order Process). 

 
Comments 
1. One copy of the RFI should be sufficient as long as any supporting documents 

attached to the RFI are of a reproducible size. 
2. Seven working days are allowed for review and response by the A/E. Review the 

A/E contract for your project to determine the number of days allowed for A/E 
review.  

3. The request for information response is a clarification of the intent of the contract 
documents and does not authorize changes in the contract amount, milestones 
and/or contract time. 

 

 6.7C RFI Tracking 
It is the responsibility of the CM to track all RFIôs in an approved RFI log format.  All 
required information regarding RFIôs must be input into the Expedition tracking system 
within two (2) working days of their issuance.  

 
Information required for the RFI logs or electronic database input shall include the 
following:   

 Dates issued 

 Date sent to architect/engineer or other. 

 Date received from to architect/engineer or other. 

 All other action dates required for RFI 

 Description of RFI; RFI No. 

 RFI response 

 Status (e.g. new, pending, closed) 
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6.8 DAILY JOB REPORTS 
Overview: 
Projects are completed over many months.  Accurate records will serve to facilitate progress 
payments, allow more expeditious processing of change orders and prevent or ease future 
disputes.  

 

6.8A Purpose 
Daily Reports are required documentation of job site activity for future reference.  
 

6.8B Procedure 
1. Each day the Contractor(s) shall submit to the CM one signed copy of his daily job 

records containing the following information: 
 

a) Number of workers on site by subcontractors and trade. 
b) Number of hours worked by each subcontractor 
c) Materials delivered to jobsite 
d) List of major equipment utilized in the performance of the work 
e) Injuries or accidents, if any, for that day 
f) Consultants on job and reason for visit 
g) Visitors on job and reason for visit 
h) Inspections for the day 
i) General description of the work performed 
j) General weather conditions 

 
2. The daily report shall be completed on the form provided in Division 8 and submitted 

by 9:00 a.m. the following work day to the CM along with his subcontractor reports.  It 
is the Contractorôs responsibility to obtain his subcontractors daily reports and 
forward them onto the CM.   

 
3. The CM will verify the accuracy of the contractorôs and subcontractor daily job 

records. 

 
6.9 INSPECTION PROCEDURES 
Overview 
The District must complete all new and modernization construction work in accordance with 
California Department of General Services, Division of State Architect (DSA) guidelines, including 
the use of DSA- certified inspectors.  This Section reviews the Authority and the procedures to be 
followed for DSA Inspection on all Program projects. 
 
 

 
6.9A   Inspector Responsibilities 
The Primary responsibility of a Project Inspector (PI) is to perform continuous 
inspection of construction projects to ensure compliance with plans, specifications 
and other contract documents. 

 
The PI is an integral player, regarding quality assurance, with the Construction 
Manager (CM) and Architect/Engineer (A/E) in ensuring the District receives is in 
accordance with the contract documents.  The PI is also a key coordinator with the 
site staff, Maintenance and Operations representatives and other specialized 
inspectors. 
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When a projectôs scope of work included in the construction contract requires 
Division of the State Architect (DSA) review and approval of the design, there is a 
requirement that a DSA approved PI be assigned to monitor the accomplishment of 
the work and report its compliance with the approved plans and specifications.  The 
PI is the Quality Assurance Field Representative of the District, the A/E and DSA 
(when applicable).  

 

6.9B Assignment of Inspectors for Projects Which Require DSA 
Approval 
As such, the District Architect will nominate an inspection staff member or 
consultant for the assignment, and submit their name and credentials to the 
projectôs Architect of Record and DSA for concurrence, preparation and signing of 
the requisite state nomination form, and submission to DSA.  Upon receipt of DSAôs 
approval of the nomination, the individual will be so designated and participate in 
the construction process.  

 

  6.9C Inspection Procedures 
The PI will conduct his/her efforts per the following: 

 
1. The PI shall make every effort not to be placed in the position of making 
decisions or giving interpretations which are beyond the scope of the PIôs 
authority or which alter the contract scope, workmanship, materials or 
conditions. 

2. The PI will act under the direction of the Architect of Record who is responsible 
for the construction as shown on the application.  The PI shall also be 
responsible to DSA and the District Architect.  The basic function of the PI is to 
see that the work is performed in compliance with the plans and specifications.  
In the event there is a conflict in interpretation of plans and specifications with 
the Architect of Record, the PI shall notify the District Architect to seek direction 
or a resolution. 

3. It is the duty of the inspector to work closely with the construction manager, Campus 
Project Manager and consultants to ensure the smooth administration and 
management of the project.  

4. The Education Code requires that the District provide for and require adequate, 
competent and continuous inspection.  The word "continuous" is interpreted in 
detail in Title 24, but in any case the inspector cannot have or assume any other 
duties, which will prevent him/her from personally inspecting every part of the 
work.   

5. Generally, the following three types of work are to be considered in personal 
verification of compliance with Title 24, all applicable codes and the contract 
documents when: 

 That work which does not require continuous inspection. This would be 
because all portions will be open and/or accessible long enough to 
check any and all portions of work installed.  

 That work, which does require continuous inspection. Such as, concrete 
pouring operations, masonry, roofing, etc.  (If the inspector has more 
than one job assignment; which requires continuous inspection during 
any given period, then a request for assistance from his/her supervisor 
shall be requested.) 

 That work, which must be inspected by specially qualified and 
appointed inspectors, who will have complete control of and 
responsibility for certain specialized installations and/or operations.  
Examples such as welding, structural masonry, glued laminated lumber, 
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structural steel fabrication, etc.  Note: When job conditions warrant; the 
architect, with the approval of D.S.A, may waive special inspections.  In 
this case, District inspectors may be used for such inspection if they 
have been specifically approved and have the time available.  An 
engineer may be used if needed, but not maintenance department staff.  
The District inspector is responsible for the work of soils technicians 
and specialized inspectors and is required to monitor their work. If they 
allow the use of questionable or unusual materials, or employ 
questionable inspection techniques, the PM must be advised.  PM will 
advise District CM, as necessary. 

 
6. Notify the AE and the Project Management Office of any discrepancies discovered in 

the plans, specifications or site conditions. 
 

7. The PI will make every effort to keep the campus personnel informed and up to date 
in the construction activities. The PI should cultivate a cordial relationship with the 
VP of Admin. Services and campus staff in order to alleviate any apprehension on 
the part of the school staff. The PI shall make a concerted effort to assist the campus 
administration and/or Regional Facilities Officer in resolving any construction related 
issues at the site. 

 

6.9C-1     Startup Duties Of The Inspector 
1. Obtain a sufficient number of sets of project plans and 

specifications. 
2. Obtain all forms required by D.S.A. and the office. Complete and 

submit to the office a DSA-5 form. 
3. Set up the official job set; enter all addenda on office set.  Incorporate 

change orders as they are received. Verify that all addendums are 
DSA- approved. 

4. Obtain an office on the job site in conformance with the specifications.  
The office should be lockable with heat, lights, furniture, separate 
telephone, etc. See the contract general conditions for the specific 
requirements. 

5. Set up files in accordance with procedure, 6.10 Filing Procedures.  A 
considerable amount of paperwork and required reports are to be 
initiated and maintained by the inspector.  It is mandatory that all data 
be kept complete and up-to-date in legible form and properly filed.  
These record files shall contain all job correspondence, testing reports, 
D.S.A. and office forms, finish and color selections, authorized change 
orders, approved shop drawings, site conference notes, and any other 
data having reference to the project. 

6. Review the plans and specifications to become familiar with the scope 
and details of the work. Verify that plans and specifications are in 
accordance with district standards. Notify the Architect of any 
discrepancies discovered. 

7. Set up the daily log.  Make entries in detail with specific information.  
The log could be utilized in event of a dispute or a lawsuit.  Fill in the 
data on the log form each day.  Maintain a record of rain days and 
muddy site days. The permanent inspectors have been issued laptop 
computers. The daily log will be entered into the laptop using a 
template provided by the construction office. Save the log into a folder 
in the construction data shared file.  A hard copy of all the daily logs 
must be kept in the field office. 




