
GOOD SHEPHERD CENTER VOLUNTARY SEISMIC RETROFIT PROJECT - PHASE 1  

SECTION 01 1000    

 

 PART 1  GENERAL 
1.1 PROJECT 
 
Historic Seattle Background and Voluntary Seismic Retrofit Project Overview 
 
Organizational Vision 
Historic Seattle Preservation Development Authority (HSPDA) saves meaningful places to foster lively 
communities.  Formed by the City of Seattle in 1973, HSPDA focuses on a balanced historic preservation 
agenda of education, advocacy, and preservation.  We currently own, operate, and steward eleven historic 
properties located throughout Seattle. Properties such as the Dearborn House on First Hill, the Good 
Shepherd Center in Wallingford, Washington Hall in the Central Area, and the Cadillac Hotel in Pioneer 
Square provide unique and much-needed affordable space to a variety of community and cultural 
organizations. 
 

  Project Mission 
The main building and south annex of the Good Shepherd Center were both constructed in an era when 
unreinforced masonry buildings, in which brick structure carries gravity loads but no steel is present to 
strengthen structural connections during seismic events, was common practice. Today, the City of Seattle 
strongly encourages, and will soon require, seismic retrofitting of these unreinforced masonry buildings. To 
protect our tenants and this historically significant site, Historic Seattle has elected to begin the seismic 
retrofit process now, on a voluntary basis. 
 
Existing Conditions 
The Main Building was constructed in 1906 and is divided into thirds with a south, central, and north wing. 
Each wing is divided by a firewall extending the entire height and width of the building. The Main Building 
is constructed of unreinforced masonry and is subject to our voluntary seismic retrofit project.  
 
The South Annex, assumed to be constructed shortly after the main building, is a single-story structure 
consisting primarily of cement masonry units (CMU) walls with some unreinforced masonry exterior walls. 
Like the Main Building, the South Annex is subject to our voluntary seismic retrofit project. 
 
The North Annex, constructed in 1953, consists of a 2-story building with reinforced concrete masonry 
units on the East and West faces of the building and Tilt-Up concrete panels providing shear resistance to 
the North and South faces. The North Annex does not require any seismic retrofit. 
 
SUMMARY OF WORK 

A. Project Name:  Good Shepherd Center Voluntary Seismic Retrofit Project – Phase 1. 
B. Owner's Name:  Historic Seattle Preservation and Development Authority (HSPDA). 
C. Architect's Name:  BuildingWork 
             Elise Novak, Project Architect  
D. The Project consists of the seismic retrofit of the South Annex and 4th and 5th floors, including the 

Chapel Performance Space, within the Good Shepherd Center Main Building located at 4649 
Sunnyside Avenue North in the Wallingford neighborhood of Seattle.  
 
 
 
 
 
 
 

 



GOOD SHEPHERD CENTER VOLUNTARY SEISMIC RETROFIT PROJECT - PHASE 1  

E. The scope of work includes, but is not limited to, coordinating with tenants and stakeholders 
within the fully occupied building, installing dust protection, performing selective demolition to 
ceilings, installing specified connectors, coordinating testing of newly installed connectors, 
patching and painting of finishes, removal of dust protection and cleaning. The project also 
includes masonry re-pointing on select elevations of the South Annex. This scope of work will 
take place within the South Annex and throughout 4th and 5th floors (including the Chapel) of the 
Main Building. The project also includes the custom fabrication of steel strongbacks to be 
installed within the two-story, 4th floor Chapel Performance Space. Contractor shall selectively 
remove and salvage the existing historic wood paneling and trim to make room for the 
installation of steel strongbacks on the interior of the east and west Chapel walls. To completely 
cover the strongbacks from the top of the existing wood paneling to the floor, new wood paneling 
and trim will also be required within this space. This new wood paneling and trim shall reproduce 
the existing, including but not limited to, dimension, quality, finish, etc.   
 Note that due to separate funding sources, the General Contractor will be required to separate 
all project accounting, including but not limited to, the schedule of values and invoicing. 
Expenses associated with the South Annex will be processed and handled separately from the 
project expenses associated with work in the Main Building.  

F. The Contractor is responsible for maintaining and protecting all existing construction scheduled 
to remain. 

G. The Contractor shall provide all articles, materials, operations, or methods listed and scheduled 
in the Specifications and on the Drawings and in all Addenda issued prior to execution of any 
contracts including all labor, materials, equipment, and incidentals necessary or required for 
completion of the Work. The Work shall also include providing all tools, equipment, 
transportation, and supervision of the Work in strict accordance with the Contract Documents. 

H. All construction shall be in accordance with the regulations listed herein and the latest edition of 
the International Building Code, as amended and adopted by the City of Seattle. Any material 
specified by reference to the number, symbol, or title of a specific standard, such as 
Commercial Standard, Federal Specifications, a trade association standard or similar standard 
shall comply with the requirements of the latest revision thereof and any amendment or 
supplement thereto in effect on the date of invitation for Bids, except as limited to type, class, 
grade, or modified in such reference. The standard referred to, except as modified in the 
Specifications, shall have full force and effect as though printed in the Specifications. 

I. The use of the Drawings and Specifications does not permit the violation of any section of the 
International Building Code or any other municipal codes, ordinances, and state laws governing 
the Work. All Work performed shall be in strict conformance with all governing codes. 

1.2 CONTRACT DESCRIPTION 
A. Contract Type: A single prime contract based on a Stipulated Price as described in Document 

00 5200 - Agreement Form. 
1.3 OWNER OCCUPANCY 

A. Tenants will be responsible for moving their belongings 6’ from the walls to provide the 
contractor access to the areas impacted by the project. Owner intends to allow tenants to use 
common area meetings rooms located on the second floor of the Main Building as swing space 
to accommodate tenant needs for office space. Contractor shall coordinate work with Historic 
Seattle and tenants. 

B. Owner intends to occupy the Project upon Substantial Completion. 
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1.4 CONTRACTOR USE OF SITE AND PREMISES 
A. General: During the construction period the Contractor shall have dedicated and designated  

parking and laydown areas in the parking lot on the east side of the building. The building is 
fully occupied and used by 28 tenants and provides homes for eight residents. During 
construction, the Good Shepherd Center will remain open for business.  The Contractor's use 
of the premises is limited by the Owner's right to perform construction operations with its own 
forces or to employ separate contractors on portions of the project. The Owner also reserves 
the right to store miscellaneous items onsite during the construction operations, including but 
not limited to, the storage of items identified in Paragraph 1.03A above. 

B. Provide access to and from site as required by law and by Owner: The Contractor will be 
responsible for providing safe and secure access to, from, and throughout the building for 
building staff, tenants, visitors, and guests throughout the period of construction. 

C. Emergency Building Exits During Construction: Keep all exits required by code open during 
construction period; provide temporary exit signs if exit routes are temporarily altered. 

D. Elevator Use: The passenger elevator within the building will continue to be used by 
building occupants during construction. The Contractor will be allowed to use the elevator 
during construction for personnel only. No material transport will be allowed via the 
elevator.   

PART 2 PRODUCTS - NOT USED 
PART 3 EXECUTION – NOT USED 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

END OF SECTION 
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01 2000 - 4 PRICE AND PAYMENT 
PROCEDURES 

 

 

SECTION 01 2000 
 
  PART 1  GENERAL 
Note that due to separate funding sources, the General Contractor will be required to separate all project 
accounting, including but not limited to, the schedule of values and invoicing. Expenses associated with 
the South Annex will be processed and handled separately from the project expenses associated with 
work in the Main Building. The below elements within this section shall follow and adhere to this South 
Annex / Main Building separation.  
 
SECTION INCLUDES 
PRICE AND PAYMENT PROCEDURES 

A. Procedures for preparation and submittal of applications for progress payments. 
B. Documentation of changes in Contract Sum and Contract Time. 
C. Change procedures. 
D. Procedures for preparation and submittal of application for final payment. 

1.2 SCHEDULE OF VALUES 
A. Electronic media printout including equivalent information will be considered in lieu of standard 

form specified; submit sample to Architect for approval. 
B. Forms filled out by hand will not be accepted. 
C. Submit Schedule of Values within 15 days after date of Owner-Contractor Agreement. 
D. Revise schedule to list approved Change Orders, with each Application For Payment. 

1.3 APPLICATIONS FOR PROGRESS PAYMENTS 
A. Payment Period: Submit at intervals stipulated in the Agreement. 
B. Electronic media printout including equivalent information will be considered in lieu of standard 

form specified; submit sample to Architect for approval. 
C. Forms filled out by hand will not be accepted. 
D. Execute certification by signature of authorized officer. 
E. List each authorized Change Order as a separate line item, listing Change Order number and 

dollar amount as for an original item of Work. 
F. Submit three copies of each Application for Payment. 
G. Include the following with each application: 

1. Waivers of Mechanic Liens from subcontractors, sub-subcontractors and suppliers for the 
construction period covered by the previous application. Submit waivers of lien on forms, 
and executed in a manner, acceptable to the Owner. 

H. When Architect requires substantiating information, submit data justifying dollar amounts in 
question. Provide one copy of data with cover letter for each copy of submittal. Show 
application number and date, and line item by number and description. 

1.4 MODIFICATION PROCEDURES 
A. Submit name of the individual authorized to receive change documents and who will be 

responsible for informing others in Contractor's employ or subcontractors of changes to the 
Contract Documents. 

B. For minor changes not involving an adjustment to the Contract Price or Contract Time, Architect 
will issue instructions directly to Contractor. 

C. For other required changes, Architect will issue a document signed by Owner instructing 
Contractor to proceed with the change, for subsequent inclusion in a Change Order. 
1. The document will describe the required changes and will designate method of 

determining any change in Contract Sum or Contract Time. 
2. Promptly execute the change. 
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PROCEDURES 

 

 

D. For changes for which advance pricing is desired, Architect will issue a document that includes 
a detailed description of a proposed change with supplementary or revised drawings and 
specifications, a change in Contract Time for executing the change with a stipulation of any 
overtime work required and the period of time during which the requested price will be 
considered valid. Contractor shall prepare and submit a fixed price quotation within 15 days. 

E. Contractor may propose a change by submitting a request for change to Architect, describing 
the proposed change and its full effect on the Work, with a statement describing the reason for 
the change, and the effect on the Contract Sum and Contract Time with full documentation and 
a statement describing the effect on Work by separate or other contractors. Document any 
requested substitutions in accordance with Section 01 6000. 
 

F. Computation of Change in Contract Amount: As specified in the Agreement and Conditions of 
the Contract. 
1. For change requested by Architect for work falling under a fixed price contract, the amount 

will be based on Contractor's price quotation. 
2. For change requested by Contractor, the amount will be based on the Contractor's request 

for a Change Order as approved by Architect. 
3. For change ordered by Architect without a quotation from Contractor, the amount will be 

determined by Architect based on the Contractor's substantiation of costs as specified for 
Time and Material work. 

G. Substantiation of Costs: Provide full information required for evaluation. 
1. On request, provide following data: 

a. Quantities of products, labor, and equipment. 
b. Taxes, insurance, and bonds. 
c. Overhead and profit. 
d. Justification for any change in Contract Time. 
e. Credit for deletions from Contract, similarly documented. 

2. Support each claim for additional costs with additional information: 
a. Origin and date of claim. 
b. Dates and times work was performed, and by whom. 
c. Time records and wage rates paid. 
d. Invoices and receipts for products, equipment, and subcontracts, similarly 

documented. 
3. For Time and Material work, submit itemized account and supporting data after completion 

of change, within time limits indicated in the Conditions of the Contract. 
H. Execution of Change Orders: Architect will issue Change Orders for signatures of parties as 

provided in the Conditions of the Contract. 
I. After execution of Change Order, promptly revise Schedule of Values and Application for 

Payment forms to record each authorized Change Order as a separate line item and adjust the 
Contract Sum. 

J. Promptly revise progress schedules to reflect any change in Contract Time, revise 
sub-schedules to adjust times for other items of work affected by the change, and resubmit. 

K. Promptly enter changes in Project Record Documents. 
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1.5 INITIAL APPLICATION FOR PAYMENT 

A. Administrative actions and submittals that must precede or coincide with the submittal of the 
first Application for Payment include the following: 
1. List of subcontractors. 
2. List of principal suppliers and fabricators. 
3. Schedule of Values for both Contracts. 
4. Contractor's Construction Schedule. 
5. Submittal Schedule. 
6. List of Contractor's staff assignments. 
7. Certificates of insurance and insurance policies. 
8. Performance and Payment Bonds. 
9. Statement of Intent to Pay Prevailing Wages. 
10. Other forms as required by Owner's funding sources. 
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1.6 APPLICATION FOR PAYMENT AT SUBSTANTIAL COMPLETION 

A. Administrative actions and submittals that must precede or coincide with the submittal of this 
Application for Payment include the following: 
1. Occupancy permits and similar approvals. 
2. Warranties (guarantees) and maintenance manuals in the format prescribed herein. 
3. Test / adjust / balancing records, if any. 
4. Maintenance instructions. 
5. Meter readings. 
6. Changeover information pertaining to Owner's occupancy, use, operation, and 

maintenance. 
7. Final cleaning. 
8. Consent of Surety for Release of Retention. 
9. List of incomplete Work, recognized as exceptions to the Architect's Certificate of 

Substantial Completion. 
1.7 APPLICATION FOR FINAL PAYMENT 

A. Prepare Application for Final Payment as specified for progress payments, identifying total 
adjusted Contract Sum, previous payments, and sum remaining due. 

B. Administrative actions and submittals that must precede or coincide with the submittal of the 
final Application for Payment include the following: 
1. Completion of Project Closeout requirements. 
2. Completion of items specified for completion after Substantial Completion. 
3. Affidafit of Payment of Debts and Claims, using a form acceptable to the Owner. 
4. Final Release of Mechanic Liens from all subcontractors, sub-subcontractors, and material 

suppliers. 
5. Consent of Surety to make final payment. 
6. Certification from the Washington State Department of Revenue of payment of all taxes. 
7. Certification of compliance from the Washington State Department of Labor and Industries 

for payment of prevailing wages for the project. 
8. Removal of all temporary facilities and services. 
9. Removal of surplus materials, rubbish, and similar elements. 

PART 2 PRODUCTS - NOT USED 
PART 3  EXECUTION - NOT USED 

END OF SECTION 
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SECTION 01 2100 
 
 

PART 1  GENERAL 
1.1 SECTION INCLUDES 

A. Cash allowances. 

ALLOWANCES 

B. Payment and modification procedures relating to allowances. 
1.2 CASH ALLOWANCES 

A. Costs Included in Cash Allowances: Cost of product to Contractor or Subcontractor, less 
applicable trade discounts, delivery to the site, and installation of specific product. 

B. Include in the Contractor's bid for the Work all indirect expenses associated with the 
expenditure of the allowances specified. 

C. Architect Responsibilities: 
A. Consult with Contractor for consideration and selection of products, suppliers, and 

installers. 
B. Select products in consultation with Owner and transmit decision to Contractor. 

D. Contractor Responsibilities: 
A. Assist Architect in selection of products, suppliers, and installers. 
B. Obtain proposals from suppliers and installers and offer recommendations. 
C. On notification of which products have been selected, execute purchase agreement with 

designated supplier and installer. 
D. Arrange for and process shop drawings, product data, and samples. Arrange for delivery. 
E. Promptly inspect products upon delivery for completeness, damage, and defects. Submit 

claims for transportation damage. 
E. Differences in costs will be adjusted by Change Order. 

1.3 ALLOWANCES SCHEDULE 
A. The Contractor shall provide a full accounting for expenditure of allowance. 
B. Scope of work: Not Applicable 

 
PART 2 PRODUCTS - NOT USED 
PART 3  EXECUTION - NOT USED 

 
 
 
 
 
 
 
 
 
 

END OF SECTION 
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SECTION 01 2200 

UNIT PRICES 
PART 1  GENERAL 
1.01  SECTION INCLUDES 

01 2200 - 1 UNIT PRICES 

 

 

A. List of unit prices, for use in preparing Bids. 
B. Measurement and payment criteria applicable to Work performed under a unit price payment 

method. 
1.2 COSTS INCLUDED 

A. Unit Prices included on the Bid Form shall include full compensation for all required labor, 
products, tools, equipment, plant, transportation, services and incidentals; erection, application 
or installation of an item of the Work; overhead and profit. 

1.3 UNIT QUANTITIES SPECIFIED 
A. Quantities indicated in the Bid Form are for contract purposes only. In the event additional work 

is required to be added to the contract, the quantities and measurements of actual Work will 
determine the payment amount. 

1.4 MEASUREMENT OF QUANTITIES 
A. Measurement methods delineated in the individual specification sections complement the 

criteria of this section. 
B. Take all measurements and compute quantities. Measurements and quantities will be verified 

by Architect. 
C. Measurement by Area: Measured by square dimension using mean length and width or radius. 

1.5 PAYMENT 
A. Payment for Work governed by unit prices will be made on the basis of the actual 

measurements and quantities of Work that is incorporated in or made necessary by the Work 
and accepted by the Architect, multiplied by the unit price. 

1.6 DEFECT ASSESSMENT 
A. Replace Work, or portions of the Work, not conforming to specified requirements. 
B. The authority of Architect to assess the defect and identify payment adjustment is final. 

1.7 SCHEDULE OF UNIT PRICES 
A. Item 1 – Wall Finishes Repair 

1. Provide unit price cost for demolition, patch, and paint per square foot. 
 

B. Item 2 – Ceiling Finishes Repair 
1. Provide unit price cost for demolition, patch, and paint per square foot. 

 
C. Item 3 – Floor Finishes Repair 

1. Provide unit price cost for demolition, patch, and finish per square foot. 
 

PART 2 PRODUCTS - NOT USED 
PART 3  EXECUTION - NOT USED 

END OF SECTION 
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SECTION 01 2300 
 
 

PART 1  GENERAL 
1.1 SECTION INCLUDES 

A. Procedures for pricing alternates. 
1.2 ACCEPTANCE OF ALTERNATES 

ALTERNATES 

A. Alternatives quoted on Bid Forms will be reviewed and accepted or rejected at Owner's option. 
B. Coordinate related work and modify surrounding work to integrate the Work of each alternate. 

1.3 SCHEDULE OF ALTERNATES 
A. Alternate No. 1 - Main Building out-of-plane bracing at 5th floor, north and south wings: 
B. Alternate No. 2 - Main Building out-of-plane bracing at 4th floor, north and south wings: 
C. Alternate No. 3 – All work in the Chapel: out-of-plane anchoring and strongbacking: 

 
 
 
PART 2 PRODUCTS - NOT USED 
PART 3  EXECUTION - NOT USED 

 
 
 
 

END OF SECTION 
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SECTION 01 3000 
 

ADMINSTRATIVE REQUIREMENTS 

PART 1  GENERAL 
1.1 SECTION INCLUDES 

A. Preconstruction meeting. 
B. Site mobilization meeting. 
C. Progress meetings. 
D. Electronic Transfer Requirements 
E. Construction progress schedule. 
F. Submittals for review, information, and project closeout. 
G. RFI Procedures   
H. Submittal procedures. 

 
1.2 RELATED REQUIREMENTS 

A. Document 00 7200 - General Conditions: Dates for applications for payment. 
B. Section 01 7000 - Execution and Closeout Requirements: Additional coordination requirements. 
C. Section 01 7800 - Closeout Submittals: Project record documents. 

PART 2 PRODUCTS - NOT USED 
PART 3 EXECUTION 
3.1 PRECONSTRUCTION MEETING 

A. Architect will schedule a meeting after Notice of Award. 
B. Attendance Required: 

1. Owner. 
2. Architect. 
3. Contractor. 
4. Major Subcontractors. 

C. Agenda:  
1. Execution of Owner-Contractor Agreement. 
2. Submission of executed bonds and insurance certificates. 
3. Submission of list of Subcontractors, list of Products, schedule of values, and progress 

schedule. 
4. Designation of personnel representing the parties to Contract: Owner, Contractor, and 

Architect. 
5. Procedures and processing of field decisions, submittals, substitutions, applications for 

payments, proposal request, Change Orders, and Contract closeout procedures. 
6. Scheduling. 
7. Communication Protocols and Requirements. 
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3.2 SITE MOBILIZATION MEETING 

A. Attendance Required: 
1. Contractor. 
2. Owner. 
3. Architect. 
4. Contractor's Superintendent. 
5. Major Subcontractors. 
6. Tenants. 

B. Agenda: 
1. Use of premises by Owner, Tenant, and Contractor. 
2. Owner's requirements and occupancy prior to completion. 
3. Construction facilities and controls provided by Owner. 
4. Temporary utilities provided by Owner. 
5. Survey and building layout. 
6. Security and housekeeping procedures. 
7. Schedules. 
8. Communications Protocols and Requirements. 
9. Application for payment  procedures. 
10. Procedures for testing. 
11. Procedures for maintaining record documents. 
12. Requirements for start-up of equipment. 
13. Inspection and acceptance of equipment put into service during construction period. 

C. Record minutes and distribute copies within two days after meeting to participants, with two 
copies to Architect, Owner, participants, and those affected by decisions made. 

3.3 PROGRESS MEETINGS 
A. Contractor to schedule and administer meetings throughout progress of the Work at 

maximum bi-monthly intervals. 
B. Attendance Required: Job superintendent, major subcontractors and suppliers, Owner, 

Architect, Tenants as appropriate to agenda topics for each meeting. 
C. Agenda: 

1. Review minutes of previous meetings. 
2. Review of Work progress. 
3. Field observations, problems, and decisions. 
4. Identification of problems that impede, or will impede, planned progress. 
5. Review of submittals schedule and status of submittals. 
6. Maintenance of progress schedule. 
7. Corrective measures to regain projected schedules. 
8. Planned progress during succeeding work period. 
9. Maintenance of quality and work standards. 
10. Effect of proposed changes on progress schedule and coordination. 
11. Other business relating to Work. 

 

3.4 Electronic Transfer Requirements 

Do not use email for electronic transfer of information. Contractor to provide and maintain project 
information management software: Procor, Newforma or similar for the distribution, filing and 
management of all communication including but not limited to the following:  

1. Meeting Minutes.  
2. Schedules.  
3. RFIs.  
4. Submittals.  
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5. Payment Applications.  
6. Drawings and Specifications.  
7. Photographic documentation.  

 
3.5 CONSTRUCTION PROGRESS SCHEDULE 

A. Within 10 days after date of the Agreement, submit preliminary schedule defining planned 
operations for the first 60 days of Work, with a general outline for remainder of Work. 

B. If preliminary schedule requires revision after review, submit revised schedule within 10 days. 
C. Within 20 days after review of preliminary schedule, submit draft of proposed complete 

schedule for review. 
D. Within 10 days after joint review, submit complete schedule. 
E. Submit updated schedule with each Application for Payment. 

 
 

3.6 SUBMITTALS FOR REVIEW 
A. When the following are specified in the Drawings, submit them for review: 

1. Product data. 
2. Shop drawings. 
3. Samples for selection. 
4. Samples for verification. 

B. Submit to Architect for review for the limited purpose of checking for conformance with 
information given and the design concept expressed in the contract documents. 

C. Samples will be reviewed only for aesthetic, color, or finish selection. 
D. After review, provide copies and distribute in accordance with SUBMITTAL PROCEDURES 

article below and for record documents purposes described in Section 01 7800 - Closeout 
Submittals. 

3.7 SUBMITTALS FOR INFORMATION 
A. When the following are specified in the Drawings, submit them for information: 

1. Design data. 
2. Certificates. 
3. Test reports. 
4. Inspection reports. 
5. Manufacturer's instructions. 
6. Manufacturer's field reports. 
7. Other types indicated. 

B. Submit for Architect's knowledge as contract administrator or for Owner. No action will be 
taken. 

3.8 SUBMITTALS FOR PROJECT CLOSEOUT 
A. When the following are specified in the Drawings, submit them at project closeout: 

1. Project record documents. 
2. Operation and maintenance data. 
3. Warranties. 
4. Bonds. 
5. Other types as indicated. 

B. Submit for Owner's benefit during and after project completion. 
3.9 NUMBER OF COPIES OF SUBMITTALS 

A. Documents for Review: 
1. Small Size Sheets, Not Larger Than 8-1/2 x 11 inches: Submit the number of copies that 

Contractor requires, plus two copies that will be retained by Architect. 
B. Documents for Information:  Submit two copies. 
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C. Samples: Submit the number specified in individual specification sections; one of which will be 
retained by Architect. 
1. After review, produce duplicates. 
2. Retained samples will not be returned to Contractor unless specifically so stated. 

 
3.10 RFI Procedures 

 

A. Requests for Information, Interpretation, or Clarifications are to explain project conditions without 
generating a change proposal or modification to the contract.  

RFIs are to include the following:  

1. Project name and number.  
2. Date.  
3. Date response required by.  
4. RFI number.  
5. Subject.  
6. Initiator of the question.  
7. Indication of costs, if anticipated. 
8. Location on site. 
9. Contract Drawing reference. 
10. Contract Specification reference. 
11. Descriptive text. 
12. Recommended solution if available. 
13. Space for reply on same page. 
14. Response due date. 

B. Request for Information Procedures:  

1. Transmit all RFIs electronically through the project information software platform. RFI form 
should be in an editable file format, such as editable PDF, Microsoft Word or Excel. Architect 
will respond in non-editable PDF format.  

2. Submit RFIs that involve multiple disciplines to all consultants involved in addressing the 
issues raised in the RFI simultaneously.  

3. Consultants will be required to submit their responses directly to the Architect only.  
4. Architect will review and coordinate consultants' responses and will issue the combined 

response to Contractor with copies to Owner and relevant design team members.  
5. Typical RFI response time: 7 working days. RFIs received after 12 PM will be logged as 

received the next day.  
6. If urgent matters arise, include the word "URGENT" in the title of email containing the RFI.  
7. If multiple RFIs are submitted on the same day, indicate order of priority for response and 

which RFI responses can be submitted after the typical 7-day period.  

C. Generate and keep current an RFI Log including the following:  

1. RFI number.  
2. Subject.  
3. Date Submitted.  
4. Initiator of the question.  
5. Date Returned.  
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3.11 SUBMITTAL PROCEDURES 

A. Transmit each submittal with a copy of approved submittal form through the project 

information software platform. 

B. Sequentially number the transmittal form. Revise submittals with original number and a 
sequential alphabetic suffix. 

C. Identify Project, Contractor, Subcontractor or supplier; pertinent drawing and detail number, and 
specification section number, as appropriate on each copy. 

D. Apply Contractor's stamp, signed or initialed certifying that review, approval, verification of 
Products required, field dimensions, adjacent construction Work, and coordination of 
information is in accordance with the requirements of the Work and Contract Documents. 
Architect will not review submittals that have not first been reviewed by the General 
Contractor for conformance with the Contract Documents and coordinated. 

E. Schedule submittals to expedite the Project, and coordinate submission of related items. 
F. Identify variations from Contract Documents and Product or system limitations that may be 

detrimental to successful performance of the completed Work. 
G. Coordinate transmittal of different types of submittals for related elements of the Work so 

processing will not be delayed by the need to review submittals concurrently for coordination. 
1. The Architect reserves the right to withhold action on a submittal requiring coordination 

with other submittals until related submittals are received. 
H. Processing: Allow sufficient review time so that installation will not be delayed as a result of the 

time required to process submittals, including time for resubmittals. 
1. Allow two weeks for initial review. Allow additional time if processing must be delayed to 

permit coordination with subsequent submittals. The Architect will promptly advise the 
Contractor when a submittal being processed must be delayed for coordination. 

2. If an intermediate submittal is necessary, process the same as the initial submittal and 
identify as high priority. 

3. Allow two weeks for reprocessing each submittal. 
I. Provide space for Contractor and Architect review stamps. 
J. Contractor shall review and stamp each submittal for compliance with Contract Documents prior 

to sending submittal to Architect.  
K. Architects Action: 

1. Architect will not review submittals that do not bear Contractor’s stamp indicating that the 
submittal has been reviewed for compliance with the contract documents and approved by 
the Contractor. Submittals without Contractor’s stamp- will be retuned without Architect 
review. 

2. Architect review will be for conformance with the design intent and with the information in 
the Contract Documents. Architect review of a specific item will not imply review of an 
assembly of which the item is a component. 

3. Architect review of submittals will not relieve the Contractor od responsibility for: 
a. Fabrication or construction means, methods, techniques, sequences, or procedures. 
b. Safety precautions and procedures. 
c. Errors or omissions in the submittals. 
d. Compliance with the requirements of the Contract Documents. 

4. Variations from the Contract Documents, proposed because of standard shop or 
manufacturing practices, if clearly identified on submittals, and if deemed by the Architect to 
be consistent with the intent of the Contract Documents, may be requested as part of 
submittal review. Approval of such variations will not constitute a Change Order or be 
considered as the basis for a Change Order.  

5. Except for submittals for record, information or similar purposes, where action and return 
is required or requested, the Architect will review each submittal, mark to indicate action 



GOOD SHEPHERD CENTER VOLUNTARY SEISMIC RETROFIT PROJECT – PHASE 1 

01 4000 - 6 QUALITY REQUIREMENTS 

 

 

taken, and return promptly. 
6. Action Stamp: The Architect will stamp each submittal with a uniform, self-explanatory 

action stamp. The stamp will be appropriately marked, as follows, to indicate the action 
taken: 
a. Final Unrestricted Release: Where submittals are marked "No Exceptions Taken," 

that part of the Work covered by the submittal may proceed provided it complies with 
requirements of the Contract Documents; final acceptance will depend upon that 
compliance. 

b. Final-But-Restricted Release: When submittals are marked "Make Corrections 
Noted," that part of the Work covered by the submittal may proceed provided it 
complies with notations or corrections on the submittal and requirements of the 
Contract Documents; final acceptance will depend on that compliance. 

c. Returned for Resubmittal: When submittal is marked either "Amend and Resubmit" 
or "Rejected - See Remarks," do not proceed with that part of the Work covered by 
the submittal, including purchasing, fabrication, delivery, or other activity. Revise or 
prepare a new submittal in accordance with the notations; resubmit without delay. 
Repeat if necessary to obtain a different action mark. 
1) Do not permit submittals marked either "Amend and Resubmit" or "Rejected - 

See Remarks," to be used at the Project site, or elsewhere where Work is in 
progress. 

d. Other Action: Where a submittal is primarily for information or record purposes, 
special processing or other activity, the submittal will be returned, marked "Action Not 
Required". 

7. No extension of Contract Time will be authorized because of failure to transmit submittals 
to the Architect sufficiently in advance of the Work to permit processing. 

L. When revised for resubmission, identify all changes made since previous submission. 
M. Distribute reviewed submittals as appropriate. Instruct parties to promptly report any inability to 

comply with requirements. 
N. Generate and keep current a Submittal Log including the following:  

1. Submittal number.  
2. Subject.  
3. Date Submitted.  
4. Initiator of the question.  
5. Date Returned.  

 
END OF SECTION 
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SECTION 01 4000 
 
 

PART 1  GENERAL 
1.1 SECTION INCLUDES 

A. References and standards. 
B. Control of installation. 
C. Tolerances.

QUALITY REQUIREMENTS 

D. Testing and inspection services. 
E. Manufacturers' field services. 

1.2 REFERENCES AND STANDARDS 
A. For products and workmanship specified by reference to a document or documents not included 

in the Project Manual, also referred to as reference standards, comply with requirements of the 
standard, except when more rigid requirements are specified or are required by applicable 
codes. 

B. Conform to reference standard of date of issue current on date of Contract Documents, except 
where a specific date is established by applicable code. 

C. Obtain copies of standards where required by product specification sections. 
D. Maintain copy at project site during submittals, planning, and progress of the specific work, until 

Substantial Completion. 
E. Should specified reference standards conflict with Contract Documents, request clarification 

from Architect before proceeding. 
F. Neither the contractual relationships, duties, or responsibilities of the parties in Contract nor 

those of Architect shall be altered from the Contract Documents by mention or inference 
otherwise in any reference document. 

1.3 TESTING AND INSPECTION AGENCIES 
A. Owner will employ and pay for services of an independent testing agency to perform specified 

testing and inspection. 
B. Employment of agency in no way relieves Contractor of obligation to perform Work in 

accordance with requirements of Contract Documents. 
C. Contractor shall coordinate with Owner and testing agency to expedite testing 

services with the goal of limiting the disruptions to the Contractor’s flow of work.  
PART 2 PRODUCTS - NOT USED 
PART 3 EXECUTION 
3.1 CONTROL OF INSTALLATION 

A. Monitor quality control over suppliers, manufacturers, products, services, site conditions, and 
workmanship, to produce Work of specified quality. 

B. Comply with manufacturers' instructions, including each step in sequence. 
C. Should manufacturers' instructions conflict with Contract Documents, request clarification from 

Architect before proceeding. 
D. Comply with specified standards as minimum quality for the Work except where more stringent 

tolerances, codes, or specified requirements indicate higher standards or more precise 
workmanship. 

E. Have Work performed by persons qualified to produce required and specified quality. 
F. Verify that field measurements are as indicated on shop drawings or as instructed by the 

manufacturer. 
G. Secure products in place with positive anchorage devices designed and sized to withstand 

stresses, vibration, physical distortion, and disfigurement. 
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3.2 TOLERANCES 

A. Monitor fabrication and installation tolerance control of products to produce acceptable Work. 
Do not permit tolerances to accumulate. 

B. Comply with manufacturers' tolerances. Should manufacturers' tolerances conflict with Contract 
Documents, request clarification from Architect before proceeding. 

C. Adjust products to appropriate dimensions; position before securing products in place. 
3.3 TESTING AND INSPECTION 

A. See individual specification sections and Drawings for testing and inspection required. 
B. Testing Agency Duties: 

1. Test samples of mixes submitted by Contractor. 
2. Provide qualified personnel at site. Cooperate with Architect and Contractor in 

performance of services. 
3. Perform specified sampling and testing of products in accordance with specified 

standards. 
4. Ascertain compliance of materials and mixes with requirements of Contract Documents. 
5. Promptly notify Architect and Contractor of observed irregularities or non-conformance of 

Work or products. 
6. Perform additional tests and inspections required by Architect. 
7. Submit reports of all tests/inspections specified. 

C. Limits on Testing/Inspection Agency Authority: 
1. Agency may not release, revoke, alter, or enlarge on requirements of Contract Documents. 
2. Agency may not approve or accept any portion of the Work. 
3. Agency may not assume any duties of Contractor. 
4. Agency has no authority to stop the Work. 

D. Contractor Responsibilities: 
1. Deliver to agency at designated location, adequate samples of materials proposed to be 

used that require testing, along with proposed mix designs. 
2. Cooperate with laboratory personnel, and provide access to the Work and to 

manufacturers' facilities. 
3. Provide incidental labor and facilities: 

a. To provide access to Work to be tested/inspected. 
b. To obtain and handle samples at the site or at source of Products to be 

tested/inspected. 
c. To facilitate tests/inspections. 
d. To provide storage and curing of test samples. 

4. Notify Architect and laboratory 24 hours prior to expected time for operations requiring 
testing/inspection services. 

5. Employ services of an independent qualified testing laboratory and pay for additional 
samples, tests, and inspections required by Contractor beyond specified requirements. 

6. Arrange with Owner's agency and pay for additional samples, tests, and inspections 
required by Contractor beyond specified requirements. 

E. Re-testing required because of non-conformance to specified requirements shall be performed 
by the same agency on instructions by Architect. 

F. Re-testing required because of non-conformance to specified requirements shall be paid for by 
Contractor. 

 
3.4 MANUFACTURERS' FIELD SERVICES 

A. When specified in individual specification sections, require material or product suppliers or 
manufacturers to provide qualified staff personnel to observe site conditions, conditions of 
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surfaces and installation, quality of workmanship, start-up of equipment, test, adjust and 
balance of equipment as applicable, and to initiate instructions when necessary. 

B. Submit qualifications of observer to Architect 30 days in advance of required observations. 
1. Observer subject to approval of Owner. 

C. Report observations and site decisions or instructions given to applicators or installers that are 
supplemental or contrary to manufacturers' written instructions. 

3.5 DEFECT ASSESSMENT 
A. Replace Work or portions of the Work not conforming to specified requirements. 
B. If, in the opinion of Architect, it is not practical to remove and replace the Work, Architect will 

direct an appropriate remedy or adjust payment. 
END OF SECTION 
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SECTION 01 5000 
 
 

PART 1  GENERAL 
1.1 SECTION INCLUDES 

A. Temporary utilities.

TEMPORARY FACILITIES AND CONTROLS 

B. Temporary telecommunications services. 
C. Temporary telephone service. 
D. Temporary sanitary facilities. 
E. Temporary Controls: Barriers, enclosures, and fencing. 
F. Security requirements. 
G. Vehicular access and parking. 
H. Waste removal facilities and services. 
I. Field offices. 

1.2 RELATED REQUIREMENTS 
A. Section 01 5813 - Temporary Project Signage. 

1.3 TEMPORARY UTILITIES 
A. Provide and pay for all electrical power, lighting, water, heating and cooling, and ventilation 

required for construction purposes. 
B. Use trigger-operated nozzles for water hoses, to avoid waste of water. 

1.4 TELECOMMUNICATIONS SERVICES 
A. Provide, maintain, and pay for telecommunications services to field office at time of project 

mobilization. 
B. Telecommunications services shall include: 
C. Provide, maintain, and pay for facsimile service to field office at time of project mobilization. 
D. Provide, maintain, and pay for electronic email service availability to field office at time of project 

mobilization. 
1.5 TEMPORARY SANITARY FACILITIES 

A. Provide and maintain required facilities and enclosures. Provide at time of project mobilization. 
B. Maintain daily in clean and sanitary condition. 

1.6 BARRIERS 
A. Provide barriers to prevent unauthorized entry to construction areas, to prevent access to areas 

that could be hazardous to workers or the public and to protect existing facilities and adjacent 
properties from damage from construction operations . 

B. Provide barricades and covered walkways required by governing authorities for public 
rights-of-way . 

C. Provide protection for plants and trees designated to remain. Replace damaged plants and 
trees. 

D. Protect non-owned vehicular traffic, stored materials, site, and structures from damage. 
1.7 FENCING 

A. Construction:  Commercial grade chain link fence. 
B. Provide 6 foot high fence around construction site; equip with vehicular gates with locks. 
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1.8 EXTERIOR ENCLOSURES 

A. Provide temporary weather tight closure of exterior openings to accommodate acceptable 
working conditions and protection for Products, to allow for temporary heating and maintenance 
of required ambient temperatures identified in individual specification sections, and to prevent 
entry of unauthorized persons. Provide access doors with self-closing hardware and locks. 

1.9 SECURITY 
A. Provide security and facilities to protect Work, and Owner's operations from unauthorized entry, 

vandalism, or theft. 
B. Coordinate with Owner's security  program. 

1.10 VEHICULAR ACCESS AND PARKING 
A. Coordinate access and haul routes with governing authorities and Owner. 
B. Provide and maintain access to fire hydrants, free of obstructions. 
C. Provide temporary parking areas to accommodate construction personnel. When site space is 

not adequate, provide additional off-site parking. 
1.11 WASTE REMOVAL 

A. Provide waste removal facilities and services as required to maintain the site in clean and 
orderly condition. 

B. Provide containers with lids. Remove trash from site periodically. 
C. If materials to be recycled or re-used on the project must be stored on-site, provide suitable 

non-combustible containers; locate containers holding flammable material outside the structure 
unless otherwise approved by the authorities having jurisdiction. 

1.12 PROJECT SIGNS - SEE SECTION 01 5813 
1.13 FIELD OFFICES 

A. Office: Weathertight, with lighting, electrical outlets, heating, ventilating equipment, and 
equipped with sturdy furniture . 

B. Provide space for Project meetings, with table and chairs to accommodate 8 persons. 
C. Acceptable to use currently vacant office space within existing building for Field Office. 

1.14 REMOVAL OF UTILITIES, FACILITIES, AND CONTROLS 
A. Remove temporary utilities, equipment, facilities, materials, prior to Substantial Completion 

inspection. 
B. Clean and repair damage caused by installation or use of temporary work. 
C. Restore existing facilities used during construction to original condition. 

PART 2 PRODUCTS - NOT USED 
PART 3  EXECUTION - NOT USED 

END OF SECTION 
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PART 1  GENERAL 
1.1 SECTION INCLUDES 

TEMPORARY PROJECT SIGNAGE 

A. Project identification sign. 
1.2 QUALITY ASSURANCE 

A. Design sign and structure to withstand 50 miles/hr wind velocity. 
B. Sign Painter: Experienced as a professional sign painter for minimum three years. 
C. Finishes, Painting: Adequate to withstand weathering, fading, and chipping for duration of 

construction. 
1.3 SUBMITTALS 

A. See Section 01 3000 - Administrative Requirements for submittal procedures. 
B. Shop Drawing: Show content, layout, lettering, color, foundation, structure, sizesand grades of 

members. 
PART 2 PRODUCTS 
2.1 SIGN MATERIALS 

A. Structure and Framing: New, wood, structurally adequate. 
B. Sign Surfaces: Exterior grade plywood with medium density overlay, minimum 3/4 inch thick, 

standard large sizes to minimize joints. 
C. Rough Hardware: Galvanized. 
D. Paint and Primers: Exterior quality, two coats; sign background of color as selected. 
E. Lettering: Exterior quality paint, contrasting colors. 

2.2 PROJECT IDENTIFICATION SIGN 
A. One painted sign, 32 sq ft area, bottom 4 feet above ground. 
B. Content: 

1. Content of sign to be provided by Architect. Minimum content will include Project name, 
Owner name and logo, major funders for the project, and names of primary project 
consultants. 

C. Graphic Design, Colors, Style of Lettering: Designated by Architect. 
PART 3 EXECUTION 
3.1 INSTALLATION 

A. Install project identification sign within 30 days after date fixed by Notice to Proceed. 
B. Erect at designated location. 
C. Erect supports and framing on secure foundation, rigidly braced and framed to resist wind 

loadings. 
D. Install sign surface plumb and level, with butt joints. Anchor securely. 
E. Paint exposed surfaces of sign, supports, and framing. 

3.2 MAINTENANCE 
A. Maintain signs and supports clean, repair deterioration and damage. 

3.3 REMOVAL 
A. Remove signs, framing, supports, and foundations at completion of Project and restore the 

area. 
END OF SECTION 
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PART 1  GENERAL 
1.1 SECTION INCLUDES

PRODUCT REQUIREMENTS 

A. Re-use of existing products. 
B. Transportation, handling, storage and protection. 
C. Product option requirements. 
D. Substitution limitations and procedures. 

1.2 RELATED REQUIREMENTS 
A. Section 01 4000 - Quality Requirements: Product quality monitoring. 

1.3 SUBMITTALS 
A. Product Data Submittals: Submit manufacturer's standard published data. Mark each copy to 

identify applicable products, models, options, and other data. Supplement manufacturers' 
standard data to provide information specific to this Project. 

B. Shop Drawing Submittals: Prepared specifically for this Project; indicate utility and electrical 
characteristics, utility connection requirements, and location of utility outlets for service for 
functional equipment and appliances. 

C. Sample Submittals: Illustrate functional and aesthetic characteristics of the product, with 
integral parts and attachment devices. Coordinate sample submittals for interfacing work. 
1. For selection from standard finishes, submit samples of the full range of the 

manufacturer's standard colors, textures, and patterns. 
PART 2 PRODUCTS 
2.1 EXISTING PRODUCTS 

A. Do not use materials and equipment removed from existing premises unless specifically 
required or permitted by the Contract Documents. 

B. Unforeseen historic items encountered remain the property of the Owner; notify Owner promptly 
upon discovery; protect, remove, handle, and store as directed by Owner. 

C. Existing materials and equipment indicated to be removed, but not to be re-used, relocated, 
reinstalled, delivered to the Owner, or otherwise indicated as to remain the property of the 
Owner, become the property of the Contractor; remove from site. 

2.2 NEW PRODUCTS 
A. Provide new products unless specifically required or permitted by the Contract Documents. Since 

FEMA grant funds are underwriting a portion of this project, all products including, but not limited 
to, iron, steel, manufactured products, and construction materials shall be domestically sourced 
per “Buy America” preferences under the Build America, Buy America Act (BABAA). This is part 
of FEMA’s “Buy America Preference in FEMA Financial Assistance Programs for Infrastructure, 
FEMA Interim Policy #207-22-0001. 

2.3 PRODUCT OPTIONS 
A. Products Specified by Reference Standards or by Description Only: Use any product meeting 

those standards or description. 
B. Products Specified by Naming One or More Manufacturers: Use a product of one of the 

manufacturers named and meeting specifications, no options or substitutions allowed. 
C. Products Specified by Naming One or More Manufacturers with a Provision for Substitutions: 

Submit a request for substitution for any manufacturer not named. 
2.4 MAINTENANCE MATERIALS 

A. Furnish extra materials, spare parts, tools, and software of types and in quantities specified in 
individual specification sections. 

B. Deliver and place in location as directed; obtain receipt prior to final payment. 
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PART 3 EXECUTION 
3.1 SUBSTITUTION PROCEDURES 

A. Instructions to Bidders specify time restrictions for submitting requests for substitutions during 
the bidding period. Comply with requirements specified in this section. 

B. Architect will consider requests for substitutions during the bid process and within 30 days after 
date of Agreement. Substitutions requested after this date will be reviewed at the sole 
discretion of the Architect. 

C. Substitutions may be considered when a product becomes unavailable through no fault of the 
Contractor. 

D. Document each request with complete data substantiating compliance of proposed substitution 
with Contract Documents. 

E. A request for substitution constitutes a representation that the submitter: 
1. Has investigated proposed product and determined that it meets or exceeds the quality 

level of the specified product. 
2. Will provide the same warranty for the substitution as for the specified product. 
3. Will coordinate installation and make changes to other Work that may be required for the 

Work to be complete with no additional cost to Owner. 
4. Waives claims for additional costs or time extension that may subsequently become 

apparent. 
5. Will reimburse Owner and Architect for review or redesign services associated with 

re-approval by authorities. 
F. Substitutions will not be considered when they are indicated or implied on shop drawing or 

product data submittals, without separate written request, or when acceptance will require 
revision to the Contract Documents. 

G. Substitution Submittal Procedure: 
1. Submit three copies of request for substitution for consideration. Limit each request to one 

proposed substitution. 
2. Submit shop drawings, product data, and certified test results attesting to the proposed 

product equivalence. Burden of proof is on proposer. 
3. The Architect will notify Contractor in writing of decision to accept or reject request. 

3.2 TRANSPORTATION AND HANDLING 
A. Coordinate schedule of product delivery to designated prepared areas in order to minimize site 

storage time and potential damage to stored materials. 
B. Transport and handle products in accordance with manufacturer's instructions. 
C. Transport materials in covered trucks to prevent contamination of product and littering of 

surrounding areas. 
D. Promptly inspect shipments to ensure that products comply with requirements, quantities are 

correct, and products are undamaged. 
E. Provide equipment and personnel to handle products by methods to prevent soiling, 

disfigurement, or damage. 
F. Arrange for the return of packing materials, such as wood pallets, where economically feasible. 

3.3 STORAGE AND PROTECTION 
A. Designate receiving/storage areas for incoming products so that they are delivered according to 

installation schedule and placed convenient to work area in order to minimize waste due to 
excessive materials handling and misapplication. 

B. Store and protect products in accordance with manufacturers' instructions. 
C. Store with seals and labels intact and legible. 
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D. Store sensitive products in weather tight, climate controlled, enclosures in an environment 
favorable to product. 

E. For exterior storage of fabricated products, place on sloped supports above ground. 
F. Provide bonded off-site storage and protection when site does not permit on-site storage or 

protection. 
G. Cover products subject to deterioration with impervious sheet covering. Provide ventilation to 

prevent condensation and degradation of products. 
H. Prevent contact with material that may cause corrosion, discoloration, or staining. 
I. Arrange storage of products to permit access for inspection. Periodically inspect to verify 

products are undamaged and are maintained in acceptable condition. 
END OF SECTION 
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SECTION 01 7000 
 

EXECUTION AND CLOSEOUT REQUIREMENTS 
PART 1  GENERAL 
1.1 SECTION INCLUDES 

A. Examination, preparation, and general installation procedures. 
B. Requirements for alterations work, including selective demolition, except removal, disposal, 

and/or remediation of hazardous materials and toxic substances. 
C. Pre-installation meetings. 
D. Surveying for laying out the work. 
E. Cleaning and protection. 
F. Starting of systems and equipment. 
G. Demonstration and instruction of Owner personnel. 
H. Closeout procedures, except payment procedures. 
I. General requirements for maintenance service. 

1.2 RELATED REQUIREMENTS 
A. Section 01 3000 - Administrative Requirements: Submittals procedures. 
B. Section 01 4000 - Quality Requirements: Testing and inspection procedures. 
C. Section 01 7419 - Construction Waste Management and Disposal: Additional procedures for 

trash/waste removal, recycling, salvage, and reuse. 
1.3 SUBMITTALS 

A. See Section 01 3000 - Administrative Requirements, for submittal procedures. 
1.4 QUALIFICATIONS 

A. For survey work, employ a land surveyor registered in Seattle, Washington and acceptable to 
Architect. Submit evidence of Surveyor's Errors and Omissions insurance coverage in the form 
of an Insurance Certificate. 

B. For field engineering, employ a professional engineer of the discipline required for specific 
service on Project, licensed in Seattle, Washington. 

C. For design of temporary shoring and bracing, employ a Professional Engineer experienced in 
design of this type of work and licensed in Seattle, Washington. 

1.5 PROJECT CONDITIONS 
A. Grade site to drain. Maintain excavations free of water. Provide, operate, and maintain 

pumping equipment. 
B. Protect site from puddling or running water. Provide water barriers as required to protect site 

from water infiltration. 
C. Ventilate enclosed areas to assist cure of materials, to dissipate humidity, and to prevent 

accumulation of dust, fumes, vapors, or gases. 
D. Dust Control: Execute work by methods to minimize raising dust from construction operations. 

Provide positive means to prevent air-borne dust from dispersing into atmosphere and over 
adjacent property. 

E. Noise Control: Provide methods, means, and facilities to minimize noise produced by 
construction operations. Comply with applicable City of Seattle Ordinances pertaining to noise. 

F. Rodent Control: Provide methods, means, and facilities to prevent rodents from accessing or 
invading premises. 
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G. Pollution Control:  Provide methods, means, and facilities to prevent contamination of soil, 
water, and atmosphere from discharge of noxious, toxic substances, and pollutants produced by 
construction operations. Comply with federal, state, and local regulations. 

1.6 COORDINATION 
A. Coordinate scheduling, submittals, and work of the various sections of the Project Manual to 

ensure efficient and orderly sequence of installation of interdependent construction elements, 
with provisions for accommodating items installed later. 

B. Notify affected utility companies and comply with their requirements. 
C. Verify that utility requirements and characteristics of new operating equipment are compatible 

with building utilities. Coordinate work of various sections having interdependent responsibilities 
for installing, connecting to, and placing in service, such equipment. 

D. Coordinate space requirements, supports, and installation of mechanical and electrical work 
that are indicated diagrammatically on Drawings. Follow routing shown for pipes, ducts, and 
conduit, as closely as practicable; place runs parallel with lines of building. Utilize spaces 
efficiently to maximize accessibility for other installations, for maintenance, and for repairs. 

E. In finished areas except as otherwise indicated, conceal pipes, ducts, and wiring within the 
construction. Coordinate locations of fixtures and outlets with finish elements. 

F. Coordinate completion and clean-up of work of separate sections. 
G. After Owner occupancy of premises, coordinate access to site for correction of defective work 

and work not in accordance with Contract Documents, to minimize disruption of Owner's 
activities. 

PART 2 PRODUCTS (NOT USED) 
PART 3 EXECUTION 
3.1 EXAMINATION 

A. Verify that existing site conditions and substrate surfaces are acceptable for subsequent work. 
Start of work means acceptance of existing conditions. 

B. Verify that existing substrate is capable of structural support or attachment of new work being 
applied or attached. 

C. Examine and verify specific conditions described in individual specification sections. 
D. Take field measurements before confirming product orders or beginning fabrication, to minimize 

waste due to over-ordering or misfabrication. 
E. Verify that utility services are available, of the correct characteristics, and in the correct 

locations. 
F. Prior to Cutting: Examine existing conditions prior to commencing work, including elements 

subject to damage or movement during cutting and patching. After uncovering existing work, 
assess conditions affecting performance of work. Beginning of cutting or patching means 
acceptance of existing conditions. 

3.2 PREPARATION 
A. Cut, move, or remove items as necessary for access to alterations and renovation work. 

Replace and restore at completion. 
B. Remove debris and abandoned items from area and from concealed spaces. 
C. Prepare surfaces and remove surface finishes to provide for proper installation of new work and 

finishes. 
D. Clean substrate surfaces prior to applying next material or substance. 
E. Seal cracks or openings of substrate prior to applying next material or substance. 
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F. Apply manufacturer required or recommended substrate primer, sealer, or conditioner prior to 
applying any new material or substance in contact or bond. 

3.3 PREINSTALLATION MEETINGS 
A. When required in individual specification sections, convene a preinstallation meeting at the site 

prior to commencing work of the section. 
B. Require attendance of parties directly affecting, or affected by, work of the specific section. 
C. Notify Architect four days in advance of meeting date. 
D. Prepare agenda and preside at meeting: 

1. Review conditions of examination, preparation and installation procedures. 
2. Review coordination with related work. 

3.4 LAYING OUT THE WORK 
A. Verify locations of survey control points prior to starting work. 
B. Promptly notify Architect of any discrepancies discovered. 
C. Contractor shall locate and protect survey control and reference points. 
D. Protect survey control points prior to starting site work; preserve permanent reference points 

during construction. 
E. Promptly report to Architect the loss or destruction of any reference point or relocation required 

because of changes in grades or other reasons. 
F. Replace dislocated survey control points based on original survey control. Make no changes 

without prior written notice to Architect. 
G. Utilize recognized engineering survey practices. 
H. Establish elevations, lines and levels. Locate and lay out by instrumentation and similar 

appropriate means: 
1. Site improvements including pavements; stakes for grading, fill and topsoil placement; 

utility locations, slopes, and invert elevations; and all other improvements shown on 
Drawings. 

2. Grid or axis for structures. 
3. Building foundation, column locations, ground floor elevations. 

I. Periodically verify layouts by same means. 
J. Maintain a complete and accurate log of control and survey work as it progresses. 

3.5 GENERAL INSTALLATION REQUIREMENTS 
A. Install products as specified in individual sections, in accordance with manufacturer's 

instructions and recommendations, and so as to avoid waste due to necessity for replacement. 
B. Make vertical elements plumb and horizontal elements level, unless otherwise indicated. 
C. Install equipment and fittings plumb and level, neatly aligned with adjacent vertical and 

horizontal lines, unless otherwise indicated. 
D. Make consistent texture on surfaces, with seamless transitions, unless otherwise indicated. 
E. Make neat transitions between different surfaces, maintaining texture and appearance. 

3.6 ALTERATIONS 
A. Drawings showing existing construction and utilities are based on casual field observation and 

existing record documents only. 
1. Verify that construction and utility arrangements are as shown. 
2. Report discrepancies to Architect before disturbing existing installation. 
3. Beginning of alterations work constitutes acceptance of existing conditions. 
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B. Maintain weatherproof exterior building enclosure except for interruptions required for 
replacement or modifications; take care to prevent water and humidity damage. 
1. Where openings in exterior enclosure exist, provide construction to make exterior 

enclosure weatherproof. 
2. Insulate existing ducts or pipes that are exposed to outdoor ambient temperatures by 

alterations work. 
C. Remove existing work as indicated and as required to accomplish new work. 

1. Remove rotted wood, corroded metals, and deteriorated masonry and concrete; replace 
with new construction specified. 

2. Remove items indicated on drawings. 
3. Relocate items indicated on drawings. 
4. Where new surface finishes are to be applied to existing work, perform removals, patch, 

and prepare existing surfaces as required to receive new finish; remove existing finish if 
necessary for successful application of new finish. 

5. Where new surface finishes are not specified or indicated, patch holes and damaged 
surfaces to match adjacent finished surfaces as closely as possible. 

D. Services (Including but not limited to Plumbing, Electrical, and Telecommunications): Remove, 
relocate, and extend existing systems to accommodate new construction. 
1. Maintain existing active systems that are to remain in operation; maintain access to 

equipment and operational components; if necessary, modify installation to allow access or 
provide access panel. 

2. Where existing systems or equipment are not active and Contract Documents require 
reactivation, put back into operational condition; repair supply, distribution, and equipment 
as required. 

3. Where existing active systems serve occupied facilities but are to be replaced with new 
services, maintain existing systems in service until new systems are complete and ready 
for service. 
a. Disable existing systems only to make switchovers and connections; minimize 

duration of outages. 
b. Provide temporary connections as required to maintain existing systems in service. 

4. Verify that abandoned services serve only abandoned facilities. 
5. Remove abandoned pipe, ducts, conduits, and equipment, including those above 

accessible ceilings; remove back to source of supply where possible, otherwise cap stub 
and tag with identification; patch holes left by removal using materials specified for new 
construction. 

E. Protect existing work to remain. 
1. Prevent movement of structure; provide shoring and bracing if necessary. 
2. Perform cutting to accomplish removals neatly and as specified for cutting new work. 
3. Repair adjacent construction and finishes damaged during removal work. 

F. Adapt existing work to fit new work: Make as neat and smooth transition as possible. 
G. When existing finished surfaces are cut so that a smooth transition with new work is not 

possible, terminate existing surface along a straight line at a natural line of division and make 
recommendation to Architect. 

H. Where removal of partitions or walls results in adjacent spaces becoming one, rework floors, 
walls, and ceilings to a smooth plane without breaks, steps, or bulkheads. 

I. Where a change of plane of 1/4 inch or more occurs in existing work, submit recommendation 
for providing a smooth transition for Architect review and request instructions. 

J. Patching:  Where the existing surface is not indicated to be refinished, patch to match the 
surface finish that existed prior to cutting. Where the surface is indicated to be refinished, patch 
so that the substrate is ready for the new finish. 

K. Refinish existing surfaces as indicated: 
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L. Where rooms or spaces are indicated to be refinished, refinish all visible existing surfaces to 
remain to the specified condition for each material, with a neat transition to adjacent finishes. 

M. If mechanical or electrical work is exposed accidentally during the work, re-cover and refinish to 
match. 

N. Clean existing systems and equipment. 
O. Remove demolition debris and abandoned items from alterations areas and dispose of off-site; 

do not burn or bury. 
P. Do not begin new construction in alterations areas before demolition is complete. 
Q. Comply with all other applicable requirements of this section. 

3.7 CUTTING AND PATCHING 
A. Whenever possible, execute the work by methods that avoid cutting or patching. 
B. See Alterations article above for additional requirements. 
C. Perform whatever cutting and patching is necessary to: 

1. Complete the work. 
2. Fit products together to integrate with other work. 
3. Provide openings for penetration of mechanical, electrical, and other services. 
4. Match work that has been cut to adjacent work. 
5. Repair areas adjacent to cuts to required condition. 
6. Repair new work damaged by subsequent work. 
7. Remove samples of installed work for testing when requested. 
8. Remove and replace defective and non-conforming work. 

D. Execute work by methods that avoid damage to other work and that will provide appropriate 
surfaces to receive patching and finishing. In existing work, minimize damage and restore to 
original condition. 

E. Employ skilled and experienced installer to perform cutting for weather exposed and moisture 
resistant elements, and sight exposed surfaces. 

F. Cut rigid materials using masonry saw or core drill. Pneumatic tools not allowed without prior 
approval. 

G. Restore work with new products in accordance with requirements of Contract Documents. 
H. Fit work air tight to pipes, sleeves, ducts, conduit, and other penetrations through surfaces. 
I. At penetrations of fire rated walls, partitions, ceiling, or floor construction, completely seal voids 

with fire rated material in accordance with Section 07 8400, to full thickness of the penetrated 
element. 

J. Patching: 
1. Finish patched surfaces to match finish that existed prior to patching. On continuous 

surfaces, refinish to nearest intersection or natural break. For an assembly, refinish entire 
unit. 

2. Match color, texture, and appearance. 
3. Repair patched surfaces that are damaged, lifted, discolored, or showing other 

imperfections due to patching work. If defects are due to condition of substrate, repair 
substrate prior to repairing finish. 

K. Patch or replace surfaces that are damaged, lifted, discolored, or showing other imperfections 
due to patching work. Repair substrate prior to patching finish. Finish patches to produce 
uniform finish and texture over entire area. When finish cannot be matched, refinish entire 
surface to nearest intersections. 

3.8 PROGRESS CLEANING 
A. Maintain areas free of waste materials, debris, and rubbish. Maintain site in a clean and orderly 

condition. 
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B. Remove debris and rubbish from pipe chases, plenums, attics, crawl spaces, and other closed 
or remote spaces, prior to enclosing the space. 

C. Broom and vacuum clean interior areas prior to start of surface finishing, and continue cleaning 
to eliminate dust. 

D. Collect and remove waste materials, debris, and trash/rubbish from site periodically and dispose 
off-site; do not burn or bury. 

3.9 PROTECTION OF INSTALLED WORK 
A. Protect installed work from damage by construction operations. 
B. Provide special protection where specified in individual specification sections. 
C. Provide temporary and removable protection for installed products. Control activity in immediate 

work area to prevent damage. 
D. Provide protective coverings at walls, projections, jambs, sills, and soffits of openings. 
E. Protect finished floors, stairs, and other surfaces from traffic, dirt, wear, damage, or movement 

of heavy objects, by protecting with durable sheet materials. 
F. Prohibit traffic or storage upon waterproofed or roofed surfaces. If traffic or activity is 

necessary, obtain recommendations for protection from waterproofing or roofing material 
manufacturer. 

G. Prohibit traffic from landscaped areas. 
H. Remove protective coverings when no longer needed; reuse or recycle plastic coverings if 

possible. 
3.10 SYSTEM STARTUP 

A. Coordinate schedule for start-up of various equipment and systems. 
B. Notify Architect and owner seven days prior to start-up of each item. 
C. Verify that each piece of equipment or system has been checked for proper lubrication, drive 

rotation, belt tension, control sequence, and for conditions that may cause damage. 
D. Verify tests, meter readings, and specified electrical characteristics agree with those required by 

the equipment or system manufacturer. 
E. Verify that wiring and support components for equipment are complete and tested. 
F. Execute start-up under supervision of applicable Contractor personnel and manufacturer's 

representative in accordance with manufacturers' instructions. 
G. When specified in individual specification Sections, require manufacturer to provide authorized 

representative to be present at site to inspect, check, and approve equipment or system 
installation prior to start-up, and to supervise placing equipment or system in operation. 

H. Submit a written report that equipment or system has been properly installed and is functioning 
correctly. 

3.11 DEMONSTRATION AND INSTRUCTION 
A. Demonstrate operation and maintenance of products to Owner's personnel two weeks prior to 

date of Substantial Completion. 
B. Demonstrate start-up, operation, control, adjustment, trouble-shooting, servicing, maintenance, 

and shutdown of each item of equipment at scheduled time, at equipment location. 
C. For equipment or systems requiring seasonal operation, perform demonstration for other 

season within six months. 
D. Provide a qualified person who is knowledgeable about the Project to perform demonstration 

and instruction of owner personnel. 
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E. Prepare and insert additional data in operations and maintenance manuals when need for 
additional data becomes apparent during instruction. 

3.12 ADJUSTING 
A. Adjust operating products and equipment to ensure smooth and unhindered operation. 

3.13 FINAL CLEANING 
A. Execute final cleaning prior to Substantial Completion. 

1. Clean areas to be occupied by Owner prior to final completion before Owner occupancy. 
B. Use cleaning materials that are nonhazardous. 
C. Clean interior and exterior glass, surfaces exposed to view; remove temporary labels, stains 

and foreign substances, polish transparent and glossy surfaces, vacuum carpeted and soft 
surfaces. 

D. Remove all labels that are not permanent. Do not paint or otherwise cover fire test labels or 
nameplates on mechanical and electrical equipment. 

E. Clean equipment and fixtures to a sanitary condition with cleaning materials appropriate to the 
surface and material being cleaned. 

F. Clean filters of operating equipment. 
G. Clean debris from roofs, gutters, downspouts, and drainage systems. 
H. Clean site; sweep paved areas, rake clean landscaped surfaces. 
I. Remove waste, surplus materials, trash/rubbish, and construction facilities from the site; 

dispose of in legal manner; do not burn or bury. 
3.14 CLOSEOUT PROCEDURES 

A. Make submittals that are required by governing or other authorities. 
1. Provide copies to Architect. 

B. Notify Architect when work is considered ready for Substantial Completion. 
C. Submit written certification that Contract Documents have been reviewed, work has been 

inspected, and that work is complete in accordance with Contract Documents and ready for 
Architect's review. 

D. Correct items of work listed in executed Certificates of Substantial Completion and comply with 
requirements for access to Owner-occupied areas. 

E. Notify Architect when work is considered finally complete. 
F. Complete items of work determined by Architect's final inspection. 

3.15 MAINTENANCE 
A. Provide service and maintenance of components indicated in specification sections. 
B. Maintenance Period: As indicated in specification sections or, if not indicated, not less than one 

year from the Date of Substantial Completion or the length of the specified warranty, whichever 
is longer. 

C. Examine system components at a frequency consistent with reliable operation. Clean, adjust, 
and lubricate as required. 

D. Include systematic examination, adjustment, and lubrication of components. Repair or replace 
parts whenever required. Use parts produced by the manufacturer of the original component. 

E. Maintenance service shall not be assigned or transferred to any agent or subcontractor without 
prior written consent of the Owner. 

END OF SECTION 
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SECTION 01 7419 
 

CONSTRUCTION WASTE MANAGEMENT AND DISPOSAL 
PART 1  GENERAL 
1.1 WASTE MANAGEMENT REQUIREMENTS 

A. Owner requires that this project generate the least amount of trash and waste possible. 
B. Employ processes that ensure the generation of as little waste as possible due to error, poor 

planning, breakage, mishandling, contamination, or other factors. 
C. Minimize trash/waste disposal in landfills; reuse, salvage, or recycle as much waste as 

economically feasible. 
D. Required Recycling, Salvage, and Reuse: The following may not be disposed of in landfills or 

by incineration: 
1. Aluminum and plastic beverage containers. 
2. Corrugated cardboard. 
3. Wood pallets. 
4. Clean dimensional wood: May be used as blocking or furring. 
5. Metals, including packaging banding, metal studs, sheet metal, structural steel, piping, 

reinforcing bars, door frames, and other items made of steel, iron, galvanized steel, 
stainless steel, aluminum, copper, zinc, lead, brass, and bronze. 

6. Gypsum drywall and plaster. 
7. Plastic sheeting. 
8. Rigid foam insulation. 
9. Fluorescent lamps (light bulbs). 
10. Acoustical ceiling tile and panels. 

E. Contractor shall submit periodic Waste Disposal Reports; all landfill disposal, recycling, 
salvage, and reuse must be reported regardless of to whom the cost or savings accrues; use 
the same units of measure on all reports. 

F. Contractor shall develop and follow a Waste Management Plan designed to implement these 
requirements. 

G. Contractor shall comply with City of Seattle requirements for construction waste management. 
H. Methods of trash/waste disposal that are not acceptable are: 

1. Burning on the project site. 
2. Burying on the project site. 
3. Dumping or burying on other property, public or private. 
4. Other illegal dumping or burying. 

I. Regulatory Requirements: Contractor is responsible for knowing and complying with regulatory 
requirements, including but not limited to Federal, state and local requirements, pertaining to 
legal disposal of all construction and demolition waste materials. 

1.2 RELATED REQUIREMENTS 
A. Section 01 3000 - Administrative Requirements: Additional requirements for project meetings, 

reports, submittal procedures, and project documentation. 
B. Section 01 6000 - Product Requirements: Waste prevention requirements related to delivery, 

storage, and handling. 
C. Section 01 7000 - Execution and Closeout Requirements: Trash/waste prevention procedures 

related to demolition, cutting and patching, installation, protection, and cleaning. 
1.3 DEFINITIONS 

A. Clean: Untreated and unpainted; not contaminated with oils, solvents, caulk, or the like. 
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B. Construction and Demolition Waste: Solid wastes typically including building materials, 
packaging, trash, debris, and rubble resulting from construction, remodeling, repair and 
demolition operations. 

C. Hazardous: Exhibiting the characteristics of hazardous substances, i.e., ignitibility, corrosivity, 
toxicity or reactivity. 

D. Nonhazardous: Exhibiting none of the characteristics of hazardous substances, i.e., ignitibility, 
corrosivity, toxicity, or reactivity. 

E. Nontoxic: Neither immediately poisonous to humans nor poisonous after a long period of 
exposure. 

F. Recyclable: The ability of a product or material to be recovered at the end of its life cycle and 
remanufactured into a new product for reuse by others. 

G. Recycle: To remove a waste material from the project site to another site for remanufacture 
into a new product for reuse by others. 

H. Recycling: The process of sorting, cleansing, treating and reconstituting solid waste and other 
discarded materials for the purpose of using the altered form. Recycling does not include 
burning, incinerating, or thermally destroying waste. 

I. Return: To give back reusable items or unused products to vendors for credit. 
J. Reuse: To reuse a construction waste material in some manner on the project site. 
K. Salvage: To remove a waste material from the project site to another site for resale or reuse by 

others. 
L. Sediment: Soil and other debris that has been eroded and transported by storm or well 

production run-off water. 
M. Source Separation: The act of keeping different types of waste materials separate beginning 

from the first time they become waste. 
N. Toxic: Poisonous to humans either immediately or after a long period of exposure. 
O. Trash: Any product or material unable to be reused, returned, recycled, or salvaged. 
P. Waste: Extra material or material that has reached the end of its useful life in its intended use. 

Waste includes salvageable, returnable, recyclable, and reusable material. 
1.4 SUBMITTALS 

A. See Section 01 3000 - Administrative Requirements, for submittal procedures. 
B. Waste Management Plan: Include the following information: 

1. Analysis of the trash and waste projected to be generated during the entire project 
construction cycle, including types and quantities. 

2. Materials Handling Procedures: Describe the means by which materials to be diverted 
from landfills will be protected from contamination and prepared for acceptance by 
designated facilities; include separation procedures for recyclables, storage, and 
packaging. 

3. Transportation: Identify the destination and means of transportation of materials to be 
recycled; i.e. whether materials will be site-separated and self-hauled to designated 
centers, or whether mixed materials will be collected by a waste hauler. 

C. Waste Diversion Plan and Deconstruction and Salvage Assessment Plan 
1. Provide Waste Diversion Plan per City of Seattle Building Code Requirements, using 

standardized forms created by the City of Seattle for this purpose. 
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PART 2 PRODUCTS - NOT USED 
PART 3 EXECUTION 
3.1 WASTE MANAGEMENT PLAN IMPLEMENTATION 

A. Manager: Designate an on-site person or persons responsible for instructing workers and 
overseeing and documenting results of the Waste Management Plan. 

B. Communication: Distribute copies of the Waste Management Plan to job site foreman, each 
subcontractor, Owner, and Architect. 

C. Instruction: Provide on-site instruction of appropriate separation, handling, and recycling, 
salvage, reuse, and return methods to be used by all parties at the appropriate stages of the 
project. 

D. Meetings: Discuss trash/waste management goals and issues at project meetings. 
1. Pre-bid meeting. 
2. Pre-construction meeting. 
3. Regular job-site meetings. 

E. Facilities: Provide specific facilities for separation and storage of materials for recycling, 
salvage, reuse, return, and trash disposal, for use by all contractors and installers. 
1. Provide containers as required. 
2. Provide adequate space for pick-up and delivery and convenience to subcontractors. 
3. Keep recycling and trash/waste bin areas neat and clean and clearly marked in order to 

avoid contamination of materials. 
F. Hazardous Wastes: Separate, store, and dispose of hazardous wastes according to applicable 

regulations. 
G. Recycling: Separate, store, protect, and handle at the site identified recyclable waste products 

in order to prevent contamination of materials and to maximize recyclability of identified 
materials. Arrange for timely pickups from the site or deliveries to recycling facility in order to 
prevent contamination of recyclable materials. 

H. Reuse of Materials On-Site: Set aside, sort, and protect separated products in preparation for 
reuse. 

I. Salvage: Set aside, sort, and protect products to be salvaged for reuse off-site. 
END OF SECTION 
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PART 1  GENERAL 
1.1 SECTION INCLUDES 

A. Project Record Documents. 

CLOSEOUT SUBMITTALS 

B. Operation and Maintenance Data. 
C. Warranties and bonds. 

1.2 RELATED REQUIREMENTS 
A. Section 00 7200 - General Conditions: Performance bond and labor and material payment 

bonds, warranty, and correction of work. 
B. Section 01 3000 - Administrative Requirements: Submittals procedures, shop drawings, 

product data, and samples. 
C. Individual Product Sections: Specific requirements for operation and maintenance data. 
D. Individual Product Sections: Warranties required for specific products or Work. 

1.3 SUBMITTALS 
A. Project Record Documents: Submit documents to Architect with claim for final Application for 

Payment in reproducible format. 
B. Operation and Maintenance Data: 

1. Submit two copies of preliminary draft or proposed formats and outlines of contents before 
start of Work. Architect will review draft and return one copy with comments. 

2. For equipment, or component parts of equipment put into service during construction and 
operated by Owner, submit completed documents within ten days after acceptance. 

3. Submit one copy of completed documents 15 days prior to final inspection. This copy will 
be reviewed and returned after final inspection, with Architect comments. Revise content 
of all document sets as required prior to final submission. 

4. Submit two sets of revised final documents in final form within 10 days after final 
inspection. 

C. Warranties and Bonds: 
1. For equipment or component parts of equipment put into service during construction with 

Owner's permission, submit documents within 10 days after acceptance. 
2. Make other submittals within 10 days after Date of Substantial Completion, prior to final 

Application for Payment. 
3. For items of Work for which acceptance is delayed beyond Date of Substantial 

Completion, submit within 10 days after acceptance, listing the date of acceptance as the 
beginning of the warranty period. 

PART 2 PRODUCTS - NOT USED 
PART 3 EXECUTION 
3.1 PROJECT RECORD DOCUMENTS 

A. Maintain on site one set of the following record documents; record actual revisions to the Work: 
1. Drawings. 
2. Specifications. 
3. Addenda. 
4. Change Orders and other modifications to the Contract. 
5. Reviewed shop drawings, product data, and samples. 

B. Ensure entries are complete and accurate, enabling future reference by Owner. 
C. Store record documents separate from documents used for construction. 
D. Record information concurrent with construction progress. 
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E. Specifications: Legibly mark and record at each product section description of actual products 
installed, including the following: 
1. Manufacturer's name and product model and number. 
2. Product substitutions or alternates utilized. 
3. Changes made by Addenda and modifications. 

F. Record Drawings and Shop Drawings: Legibly mark each item to record actual construction 
including: 
1. Measured depths of foundations in relation to finish first floor datum. 
2. Measured horizontal and vertical locations of underground utilities and appurtenances, 

referenced to permanent surface improvements. 
3. Measured locations of internal utilities and appurtenances concealed in construction, 

referenced to visible and accessible features of the Work. 
4. Field changes of dimension and detail. 
5. Details not on original Contract drawings. 

3.2 OPERATION AND MAINTENANCE DATA 
A. Source Data: For each product or system, list names, addresses and telephone numbers of 

Subcontractors and suppliers, including local source of supplies and replacement parts. 
B. Product Data: Mark each sheet to clearly identify specific products and component parts, and 

data applicable to installation. Delete inapplicable information. 
C. Drawings: Supplement product data to illustrate relations of component parts of equipment and 

systems, to show control and flow diagrams. Do not use Project Record Documents as 
maintenance drawings. 

D. Typed Text: As required to supplement product data. Provide logical sequence of instructions 
for each procedure, incorporating manufacturer's instructions. 

3.3 OPERATION AND MAINTENANCE DATA FOR MATERIALS AND FINISHES 
A. For Each Product, Applied Material, and Finish: 

1. Product data, with catalog number, size, composition, and color and texture designations. 
2. Information for re-ordering custom manufactured products. 

B. Instructions for Care and Maintenance: Manufacturer's recommendations for cleaning agents 
and methods, precautions against detrimental cleaning agents and methods, and 
recommended schedule for cleaning and maintenance. 

C. Additional information as specified in individual product specification sections. 
D. Where additional instructions are required, beyond the manufacturer's standard printed 

instructions, have instructions prepared by personnel experienced in the operation and 
maintenance of the specific products. 

3.4 OPERATION AND MAINTENANCE DATA FOR EQUIPMENT AND SYSTEMS 
A. For Each Item of Equipment and Each System: 

1. Description of unit or system, and component parts. 
2. Identify function, normal operating characteristics, and limiting conditions. 
3. Include performance curves, with engineering data and tests. 
4. Complete nomenclature and model number of replaceable parts. 

B. Where additional instructions are required, beyond the manufacturer's standard printed 
instructions, have instructions prepared by personnel experienced in the operation and 
maintenance of the specific products. 

C. Panelboard Circuit Directories: Provide electrical service characteristics, controls, and 
communications; typed. 
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D. Operating Procedures: Include start-up, break-in, and routine normal operating instructions and 
sequences. Include regulation, control, stopping, shut-down, and emergency instructions. 
Include summer, winter, and any special operating instructions. 

E. Maintenance Requirements: Include routine procedures and guide for preventative 
maintenance and trouble shooting; disassembly, repair, and reassembly instructions; and 
alignment, adjusting, balancing, and checking instructions. 

F. Provide servicing and lubrication schedule, and list of lubricants required. 
G. Include manufacturer's printed operation and maintenance instructions. 
H. Include sequence of operation by controls manufacturer. 
I. Provide original manufacturer's parts list, illustrations, assembly drawings, and diagrams 

required for maintenance. 
J. Additional Requirements: As specified in individual product specification sections. 

3.5 ASSEMBLY OF OPERATION AND MAINTENANCE MANUALS 
A. Assemble operation and maintenance data into durable manuals for Owner's personnel use, 

with data arranged in the same sequence as, and identified by, the specification sections. 
B. Where systems involve more than one specification section, provide separate tabbed divider for 

each system. 
C. Prepare instructions and data by personnel experienced in maintenance and operation of 

described products. 
D. Prepare data in the form of an instructional manual. 
E. Binders: Commercial quality, 8-1/2 by 11 inch three D side ring binders with durable plastic 

covers; 2 inch maximum ring size. When multiple binders are used, correlate data into related 
consistent groupings. 

F. Cover: Identify each binder with typed or printed title OPERATION AND MAINTENANCE 
INSTRUCTIONS; identify title of Project; identify subject matter of contents. 

G. Project Directory: Title and address of Project; names, addresses, and telephone numbers of 
Architect, Consultants, Contractor and subcontractors, with names of responsible parties. 

H. Tables of Contents: List every item separated by a divider, using the same identification as on 
the divider tab; where multiple volumes are required, include all volumes Tables of Contents in 
each volume, with the current volume clearly identified. 

I. Dividers: Provide tabbed dividers for each separate product and system; identify the contents 
on the divider tab; immediately following the divider tab include a description of product and 
major component parts of equipment. 

J. Text: Manufacturer's printed data, or typewritten data on 24 pound paper. 
K. Drawings: Provide with reinforced punched binder tab. Bind in with text; fold larger drawings to 

size of text pages. 
L. Arrange content by systems under section numbers and sequence of Table of Contents of this 

Project Manual. 
M. Contents: Prepare a Table of Contents for each volume, with each product or system 

description identified, in three parts as follows: 
1. Part 1: Directory, listing names, addresses, and telephone numbers of Architect, 

Contractor, Subcontractors, and major equipment suppliers. 
2. Part 2: Operation and maintenance instructions, arranged by system and subdivided by 

specification section. For each category, identify names, addresses, and telephone 
numbers of Subcontractors and suppliers. Identify the following: 
a. Significant design criteria. 
b. List of equipment. 
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c. Parts list for each component. 
d. Operating instructions. 
e. Maintenance instructions for equipment and systems. 
f. Maintenance instructions for special finishes, including recommended cleaning 

methods and materials, and special precautions identifying detrimental agents. 
3. Part 3: Project documents and certificates, including the following: 

a. Shop drawings and product data. 
b. Air and water balance reports. 
c. Certificates. 

N. Provide a listing in Table of Contents for design data, with tabbed dividers and space for 
insertion of data. 

O. Table of Contents: Provide title of Project; names, addresses, and telephone numbers of 
Architect, Consultants, and Contractor with name of responsible parties; schedule of products 
and systems, indexed to content of the volume. 

3.6 WARRANTIES AND BONDS 
A. Obtain warranties and bonds, executed in duplicate by responsible Subcontractors, suppliers, 

and manufacturers, within 10 days after completion of the applicable item of work. Except for 
items put into use with Owner's permission, leave date of beginning of time of warranty until the 
Date of Substantial completion is determined. 

B. Verify that documents are in proper form, contain full information, and are notarized. 
C. Co-execute submittals when required. 
D. Retain warranties and bonds until time specified for submittal. 
E. Include originals of each in operation and maintenance manuals, indexed separately on Table of 

Contents. 
END OF SECTION 
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