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INVITATION TO BID 

 
 
Kennedy Center will receive sealed bids, in duplicate, for the project entitled “Kennedy Center, 
Faust Hall Furnace Replacement and Fire Protection,” 803 Clinton Avenue, Bridgeport, CT on  
February 25, 2008 at 2:00 p.m., at the office of the Architect, Antinozzi Associates, PC, 271 
Fairfield Ave. – 2nd floor, Bridgeport, CT  06604, phone: 203.377.1300.  Envelopes shall be 
marked BID on the front lower left corner.  Fax versions of the bids will be accepted by the 
date/time above, but original copies must be provided. 
 
Bids will be received for furnishing all labor, materials, tools, and equipment necessary to 
construct, equip and finish the above project, in accordance with the documents prepared by 
Antinozzi Associates. 
 
Bidders must order and reserve sets of plans and specifications prior to pick up from Digiprint.  
To obtain bid sets, contact Customer Service at the following location: 
 
 Digiprint 
 275 Ferry Blvd. 
 Stratford, CT  06615 
 V:  (203) 375-1228 
 F:  (203) 380-9016 
 
Plans and specifications may be purchased at the cost of printing, which is Non-Refundable, 
from Digiprint.  Partial sets may be purchased at the cost of printing which is also NOT 
refundable. 
 
Questions may be submitted, by fax, to the attention of Oran Mills, Antinozzi Associates, PC, 
203.378.3002 (fax), at least four (4) days prior to the bid date.  No response requests will be 
honored by electronic mail. Bid documents will be available for review on the DAS web site, 
http://www.das.state.ct.us/busopp.asp#Bids, by the week of February 8, 2008.   
 
All prospective bidders are encouraged to attend a pre-bid conference at the project site, to be 
held at 9:00 a.m. on February 13, 2008. 
 
The successful Bidder, if selected, will be required to furnish and pay for a Performance and 
Payment Bond, in the amount of 100% of the Contract Amount.  Surety companies providing 
performance and payment bond (s) must be licensed to do business in Connecticut. 
 
The Contractor shall procure at their own expense Workmen's Compensation, Comprehensive 
General Liability, Automobile Liability and other insurance with coverage and limits as defined 
in the Specifications.  Certificates of Insurance with the above coverage must be submitted 
before starting work on the project.  Thirty (30) days notice is required before cancellation. 

INVITATION TO BID  00020-1 
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Kennedy Center reserves the right to reject any or all bids or to waive any informalities in the 
bidding.  All bid breakdown forms as provided must be fully completed when submitted.  No bid 
shall be withdrawn for a period of one hundred twenty (120) days subsequent to the openings of 
bids without the consent of Kennedy Center. 
 
The successful Bidder, if selected, will be provided with three (3) sets of the Contract 
Documents.  Any additional sets will be made available at the cost of reproduction. 
 
 
 
 
Martin Schwartz      Date: February 04, 2007 
Kennedy Center 
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THE KENNEDY CENTER  Furnace Replacement & Fire Protection 
Faust Hall  Proj. #08009 
803 Clinton Avenue 
Bridgeport, CT 
 

 
SECTION 00100 - INSTRUCTIONS TO BIDDERS 

 
PART 1 GENERAL 
 
1.1 COMPLETION DATE 
 

A. All work as required by these specifications and drawings shall be completed within the 
time stipulated in the Contractor's bid form.  There is no exception to this contract 
requirement, unless approved otherwise by contract change order. 

 
1.2 QUESTIONS 
 
 A. Questions regarding this bid can be directed to: 
 
  Oran Mills, AIA, LEED AP 

Antinozzi Associates, P.C. 
  271 Fairfield Avenue 
  Bridgeport, CT 06604 
  203.377.1300 
 
1.3 RESPONSIBILITY FOR MEASUREMENT OF QUANTITIES 
 

A. The Contractors shall have sole responsibility for the accuracy of all measurements and 
for estimating the material quantities required to satisfy these specifications. 

 
1.4 DISCREPANCIES AND ADDENDA 
 

A. Should a Bidder find any discrepancies in the Drawings and Specifications, or should 
they be in doubt as to their meeting, they shall notify the Architect at once, who will send 
a written Addendum to all Bidders concerned.  Oral instructions or decisions, unless 
confirmed by Addenda, will not be considered valid, legal or binding.  No change order 
requests will be authorized or considered because of the failure of the Contractor or 
considered because of the failure of the Contractor to include work called for in the 
Addenda in their bid. 

 
1.5 PERFORMANCE BOND AND PAYMENTS BOND 
 

A. The Contractor shall offer proof that their company can obtain an appropriate bond for 
this project’s scope and bid.  Bidder shall provide the cost of this bond as a separate line 
item in the bid form.. 

 
 
B. The Contractor shall maintain at his expense a job telephone and fax.  The job telephone 

and fax shall be available to the Architect, the Owner's staff, Building and Fire Inspectors 
and all subcontractors.  Use of all phones and faxes shall be paid by the Contractor. 
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1.06 CLEANING UP 
 

A. The Contractor shall provide all project cleaning and removal of materials, along with 
protection of the work and existing conditions.  The Contractor shall maintain a log on 
site to document compliance with Town Health Department dust control measures, 
making copies of the log for the Town Health Department or other officials as requested.  
All complaints about air pollution from area tenants due to migration of dust from the 
construction site must be promptly addressed and resolved by the Contractor.  In a 
dispute between the Owner and the Contractor concerning rubbish and orderliness on the 
site, the Owner may have the rubbish removed and charge the cost to the Contractor.  
Upon written notification from the Architect that the project requires cleaning, the 
Contractor shall within 24 hours remove all rubbish and hazards from the project and 
shall arrange his material and equipment in an orderly manner on the site.  If this cleaning 
is not completed within 24 hours, the Owner may engage labor to clean up the projects to 
his satisfaction and deduct the costs from any monies due the Contractor. 

 
1.07 POWER SERVICE 
 

A. The Owner shall pay power service for work related to the project. 
 
1.08 OVERTIME 

 
A. The Contractor must include within their base price all overtime, nights, holidays and 

weekends as required to meet the Project Completion date. 
 
1.09 PERMITS 
 

A. The Contractor must obtain their own building permits or utility permits/charges at no 
additional charge to the Owner. 

 
1.10 SUPERVISION 
 

A. The Contractor must provide full-time, properly qualified on-site supervision for the 
entire duration of the project. 

 
1.11 GUARANTEES 
 

A. The workmanship and materials for this project shall be guaranteed by the Contractor in 
writing on the Contractor's letterhead, for a minimum of one (1) year from the date of 
Substantial Completion except as modified by the Contract Documents. 

 
 

END OF SECTION 00100 
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BID FORM 

 
To:  Kennedy Center 
  c/o Antinozzi Associates, P.C. 
  271 Fairfield Avenue 
  Bridgeport, CT 06604 
 
Attn:  Martin Schwartz 
  Kennedy Center 
 
Project:  Kennedy Center  
  Faust Hall Furnace Replacement & Fire Protection 
  803 Clinton Avenue 
  Bridgeport, CT 
 
   
Date:  ________________________ 
 
Submitted by: 
(full company name) 
_____________________________________________________________________________________ 
(full address) 
_____________________________________________________________________________________ 
 
1. OFFER 
 

Pursuant to and in compliance with the Invitation to Bid relating thereto, the Undersigned,  
 
 
_____________________________________________________________________________, 
(company's officer & title) 
 
has made themselves familiar with the conditions present, and carefully examined all the 
documents including the Drawings and Project Manual, dated, January 18, 2008, together with 
all Addenda issued and received prior to closing time for receipt of Bids as prepared by Antinozzi 
Associates hereby offers and agrees as follows: 

 
To provide all materials, all labor and all else whatsoever necessary to erect and properly 
finish all work in accordance with said documents for the above mentioned projects to the 
satisfaction of the Architect and Owner for the stipulated sum of  

 
   
  ___________________________________________  __________________ 
     

($_______________ ) 
     Base Bid 
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The Kennedy Center is tax exempt and will provide a tax exemption certificate upon request. 
 

 
 
2. ACCEPTANCE 
 

This offer shall be open to acceptance for one hundred twenty (120) days from the Bid opening 
date. 

 
If this Bid is accepted by the Owner within the time period stated above, Undersigned will: 

 
- Provide list of major subcontractors and their cost to complete their work. 
- Execute this Agreement within ten days of receipt of acceptance of this Bid. 
- Furnish the required bond (s) within ten days of receipt of acceptance of this Bid. 
- Commence work within seven days after written Notice to Proceed. 

 
3. CONTRACT TIME 
 

If this Bid is accepted, the Undersigned will substantially complete all the work within six (6) 
weeks of contract award.  Failure to complete the project within the above time period will be 
addressed as described in the Contract agreed and signed upon by the Owner and Bidder. 

 
4. CHANGES TO THE WORK 
 

Equitable adjustments for Changes in the Work will be net cost plus an agreed upon percentage 
fee for administration and profit as per supplementary General Conditions. 

 
5. ADDENDA 
 

The following Addenda have been received.  The modifications to the Bid Documents noted 
therein have been considered and all costs thereto are included in the Base Bid. 

 
Addenda # ___________, ___________, __________, ___________, ____________ 

 
7. BID BREAKDOWN FORM 
 

The completed Bid Breakdown form is attached to this bid. 
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6. BID FORM SIGNATURE (S) 
 

The Corporate Seal 
 

______________________________________________________________________________ 
 (Bidder - please print the full name of your Proprietorship, Partnership, or Corporation) 
 

 
 
 
 
 
 
 
(Seal) 
 
Was hereunto affixed in the presence of: 

 
  

______________________________________________________________________________ 
  (Authorized signing officer)     (Title) 
 
 ______________________________________________________________________________ 
  (Authorized signing officer)     (Title) 
 

If the Bid is a joint venture or partnership, add additional forms of execution for each member of 
the joint venture in the appropriate form or forms as above. 
 

 
END OF BID FORM 



BID BREAKDOWN

FAUST HALL
Furnace Replacement & Fire Protection
803 Clinton Avenue
Bridgeport, CT

DIV. DESCRIPTION BID AMOUNT NOTES

1 General Conditions, Cleanup/Removal,  Field Supervision

2 Furnace Demolition
Site work for sprinkler main

3 NOT USED

4 NOT USED

5 NOT USED

6 Carpentry (hangers, blocking, etc)

7 NOT USED

8 NOT USED

9 Repairing all ceilings & wall paint finishes.

10-14 NOT USED

15 Furnace cost & delivery
Furnace connection plumbing work
Fire Protection sprinkler and piping
Fire Protection alarm panel work

16 NOT USED

TOTAL

S:\08009 (Faust Hall Furnace & FP)\Docs\Specs\00430.BID BREAKDOWN.xls  00430-1
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SECTION 00800 - SUPPLEMENTARY GENERAL CONDITIONS 
 
1.01 GENERAL CONDITIONS 
 

A. The Conditions of this Contract is the American Institute of Architects, Document A107, 
Abbreviated Standard Form of Agreement between Owner & Contractor for Construction 
Projects of Limited Scope, 1997 edition, herein referred to as the General Conditions. 

 
1.02 SUPPLEMENTARY GENERAL CONDITIONS 
 

A. The Supplementary General Conditions contain changes and additions to the General  
Conditions.  Where any part of the General Conditions is modified or voided by the 
Supplementary General Conditions, the unaltered provisions shall remain in effect. 

 
1.03 MODIFICATIONS TO THE GENERAL CONDITIONS 
 
 
ARTICLE 6 – GENERAL CONDITIONS 

 
6.4 EXECUTION OF THE CONTRACT 
 
 Add the following as ITEM 6.4.1: 
 

When applied to materials and equipment required for the Work, the words “furnish”, “install”, 
and “provide” shall mean the following: 

 
a. The word “provide” shall mean to furnish, pay for, deliver, install, adjust, clean and 

otherwise make materials and equipment fit and ready for their intended use. 
b. The word “furnish” shall mean to secure, pay for, deliver to site, unload and uncrate 

materials and equipment. 
c. The word “install” shall mean to place in position, incorporate in the work, adjust, clean, 

make fit and ready for use, and perform all services except those included under the term 
“furnish”. 

d. The phrase “furnish and install” shall be equivalent to the word “provide”.  Each shall be 
interpreted to mean “the Contractor shall furnish all labor, material and equipment and 
install….”. 

e. “As required” shall mean as required to produce a fully completed project or result to the 
satisfaction of the Architect. 

f. Where discrepancies or conflicts occur: 
 

1) Amendments and Addenda shall take precedence over the Specifications. 
2) The Specifications shall take precedence over the Drawings. 
3) Stated dimensions shall take precedence over scaled dimensions. 
4) Large-scale detail drawings shall take precedence over small-scale 

drawings. 
5) Schedules shall take precedence over other data on the drawings. 
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g. In case of a difference between Drawings or Specifications or within either document 
itself in describing the Work, the better quality, greater quantity or more costly work will 
be assumed to be and shall be included in the Contract price.  The Contractor shall not 
proceed with such work until the Architect has been contacted for clarification and proper 
direction. 

h. Instructions or specifications of a particular manufacturer as referred to herein shall be 
binding as a part of this Specification.  Obtain such written instructions and maintain on 
the job with the Specification. 

i. Schedules of materials in various sections of the Specifications are furnished to assist the 
Contractor.  Contractor shall verify the schedules with the Drawings and shall provide 
any additional materials indicated on the Drawings but not included in the schedules.  
The greater quantity or highest quality will govern. 

 
Add the following as ITEM 6.4.2: 

 
All work shown or referred to in the Contract Documents shall be included in the Contract 
excepting those items that are specifically noted as being “provided under another contract”, 
“provided by Owner”, or “not in contract (NIC)”. 

 
Add the following as ITEM 6.4.3: 

 
Parties to the Contract shall not take advantage of obvious errors or apparent discrepancies in 
Contract Documents.  Notice of discovered error or discrepancy shall immediately be given in 
writing to the Architect to make such corrections and interpretations as he may deem necessary 
for completion of the work in a satisfactory and acceptable manner. 
 
Add the following as ITEM 6.4.4: 

 
Contractor shall be furnished up to 3 sets of Contract Drawings and Specifications, and 1 copy of 
each drawing that is issued after the date of the Contract.  The Contractor shall pay costs of 
reproduction for any additional copies of Drawings of Specifications he requires. 

 
 
ARTICLE 8 – CONTRACTOR 
 
8.2 SUPERVISION AND CONSTRUCTION PROCEDURES 
 

Add the following subparagraphs as ITEMS 8.2.3, 8.2.4, 8.2.5,: 
 
The Contractor shall verify all measurements at the Project and shall be responsible for their 
accuracy.  No increase in the Contract Sum will be allowed for field or Drawing dimension 
discrepancies. 

 
The Contractor shall consult with representative of all subcontracts to avoid interferences.  The 
Contractor shall rearrange any work which may cause interference with work of other trades, 
without increase in the Contract Sum. 
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Where materials are specified to be supplied only, the Contractor shall unload, store, uncrate, and 
deliver the materials to installation locations throughout the Project. 

 
 
 
8.3 LABOR AND MATERIALS 
 

Replace the following ITEM as 8.3.4: 
 

Should the Contractor wish to substitute another product or method for products or methods 
specified or shown in the Contract Documents, whether specified or shown in Contract 
Documents, whether or not such phrases as “equal to” or “based on” are used, he shall apply in 
writing for approval.  He shall enclose such data as Architect requires to evaluate products.  The 
Architect’s decision shall be final.  Contractor is responsible for space requirements of 
substitutions, he shall execute necessary changes in adjacent and relocated situations, he shall 
execute necessary changed in adjacent and relocated work which are due to such substitutions, 
without additional cost and he shall be responsible for delays required for evaluation of proposed 
substitutions.  The architect will evaluate the requests for substitution on the relative toxicity of 
the material or application process.  Substitutions must not deviate from the health and safety 
requirements. 

 
8.4 WARRANTY 
 

Add the following as ITEM 8.4.1: 
 

a. Project Warranty:  Unless otherwise specified, Contractor shall warrant (guaranty) all 
work against defects resulting from the use of material, workmanship or equipment that is 
inferior, defective or not in accordance with the terms of the Contract.  This warranty, 
shall be for a minimum period of one year from the date of issuance of the Certificate of 
Substantial Completion for the Project. 

b. Specified product warranty:  Issued by a manufacturer or fabricator for compliance with 
requirements of the Contract Documents.  Coincidental product warranty:  Available on a 
product incorporated into the work, by virtue of manufacturer’s publication of warranty 
without regard for application requirement, a non-specified warranty.  Contractor shall 
identify such warranties as they apply. 

c. Warranty Obligations 
 

1. Contractor shall restore or remove-and-replace warranted work to its original 
specified condition, at such time during warranty as it does not comply with or 
fulfill terms of warranty. 

2. Contractors shall restore or remove-and-replace other work that has been 
damaged by failure or warranted work or which must be removed and replaced to 
gain access to warranted work. 

3. Cost of restoration or removal-and-replacement is Contractor’s obligation,  
  without regard to whether Owner has already benefited from use of failing work. 

4. Except as otherwise indicated or required by governing regulations,   
  warranties do not cover consequential damage to property other than the   
  Work of the Contract. 
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5. Upon restoration or removal-and-replacement of warranted work which   
  has failed, Contractor shall reinstate the warranty by issuing newly   
  executed form, for at least the remaining period of time of the original   
  warranty period. 

 
6. Warranties and warranty periods shall not diminish implied warranties, and shall 

not deprive Owner of actions, rights and remedies otherwise available if the 
Contractor fails to fulfill the requirements of the Contract Documents. 

7. Owner reserves the right to reject coincidental product warranties which  
 conflict with or are less than the requirements of the Contract Documents. 
  

d. Contract shall furnish fully executed warranties to Owner in accordance with the General 
Conditions and Section 01770. 

 
8.5 TAXES 
 

Add the following as ITEM 8.5.1: 
 
Do not include any taxes in bid submission for which the Owner is not liable; TAX 
EXEMPTION CERTIFICATE will be furnished upon request. 

 
8.6 PERMITS, FEES AND NOTICES 
 

Add the following as ITEMS 8.6.3 and 8.6.4: 
 

Upon completion of the job, secure, and deliver the CERTIFICATE OF OCCUPANCY to the 
Owner. 
 
The Contractor shall pay costs charged by utility companies for service connections, inspections 
and tests, and related utility company fees normally assessed as part of the construction process. 

 
 
ARTICLE 9 – ARCHITECT’S ADMINISTRATION OF THE CONTRACT 
 
9.10 CLAIMS AND DISPUTES 
 

Delete all references to arbitration and ITEM 9.10.4. 
 
 
ARTICLE 12 – CHANGES IN THE WORK 
 
 Add the following as ITEM 12.5: 
 

The Contractor’s proposal for changes in the Work shall be itemized completely and in detail and 
shall include material costs and quantities, labor wages, time, pensions and equipment rental other 
than small tools, and the number of additional calendar days, if any, which are required to 
complete the Work.  No changes in the terms, conditions or scope of contract that increase the 
cost of the contract shall be made without the written approval of the Owner. 
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Add the following as ITEM 12.5.1, 12.5.2, 12.5.3, 12.5.4, 12.5.5 and 12.5.6: 

 
The allowance for overhead and profit is compensation for administration, superintendence, 
materials for temporary structures, additional premiums on bonds and the use of small tools. 
 
For additions, deletions or other changes in the Work ordered under Article 12, the Contractor 
may apply an allowance of up to 10 percent for profit and overhead to the net cost of the work 
actually performed by him. 
 
Work to be performed by a subcontractor may include an allowance for the subcontractor’s 
overhead and profit not to exceed 10 percent of the net cost.  The Contractor is permitted up to a 
10 percent allowance to be applied against the net cost to a subcontractor.  In no case shall the 
total allowance exceed 20 percent of the net cost of work performed by the subcontractor. 
 
The Contractor’s allowance of up to 10 percent on changes involving more than one 
subcontractor shall be applied only to the combined net of cost additions and deductions of all 
subcontractors. 
 
There shall be no allowance for overhead and profit for the Contractor or any subcontractor on 
changes resulting in a net deduction. 
 
The provisions of this Article shall apply only to subcontractors as defined in Article 10.  
Allowance for overhead and profit will be accepted only for those who are direct subcontractors. 

 
 
ARTICLE 13 – TIME 
 

Add the following as ITEM 13.3.1: 
 

No extension of time will be allowed for adverse weather conditions unless the number of days of 
inclement weather is substantially more severe than the average for the calendar period as 
recorded by a recognized weather observation agency. 

 
 
ARTICLE 14 – PAYMENTS AND COMPLETION 
 
14.1 APPLICATIONS FOR PAYMENT 
 

Add the following as ITEMS 14.1.3, 14.1.4, 14.1.5, 14.1.6, 14.1.7: 
 

The Contractor shall submit Application for Payment at least 15 days prior to due date of progress 
payment on AIA Document G702 and G703. 

 
During progress of the Work, the Owner will pay Contractor 95 percent of the total amount of 
each monthly payment due.  The remaining 5 percent will be retained by the Owner until the 
Project is substantially completed.  Upon substantial completion, Owner shall retain 2½% of the 
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remaining project completion cost.  There will be no further reduction considered until final 
acceptance of the Project in accordance with the Contract Documents. 

 
Contractor may include in Application for Payment the delivered cost of equipment and non-
perishable materials delivered and stored at the site but not incorporated in the work, work under 
the following conditions: 

 
a. Items to be protected from fire, theft, vandalism, weather and other damage. 
b. Storage procedures and areas to be approved. 
c. Items to be available at all times for inspection by the Owner and Architect. 

 
If the Contractor does not submit evidence of payment to vendor for material and equipment 
stored, the Architect will recommend deduction of the amount previously allowed for the items 
stored from the current or subsequent Application for Payment. 

 
Contractor shall furnish with Application for Payment an invoice establishing value of material 
and equipment stored at the site along with a statement of amount to be paid to the vendor. 

 
a. Such stored items are subject to inspection by Architect before payment is 

recommended. 
b. Contractor shall furnish Owner with Certificate of Insurance in accordance with 

Contract Documents for the full value of the items stored at the site. 
 
14.2 CERTIFICATES FOR PAYMENT 
 

Add the following as ITEMS 14.2.5, 14.2.6: 
 

Contractor shall furnish Architect with satisfactory evidence of payment for approved storage.  
This shall be done within 30 days after the date of progress payment.  Satisfactory evidence of 
payment shall be one of the following: 

 
a. Contractor canceled check in correct amount with identification of invoices paid. 
b. A letter or telegram from vendor with authorized signature stating amounts and 

invoices paid. 
c. A receipted invoice. 

 
Payment for material and equipment delivered and stored shall not relieve Contractor of 
responsibility for furnishing equipment and material required for the work in the same manner as 
if such payment were not made. 

 
 
ARTICLE 15 – PROTECTION OF PERSONS AND PROPERTY 
 
15.1 SAFETY PRECAUTIONS AND PROGRAMS 
 

Add the following as ITEM 15.1.1: 
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The Owner will hire and pay for testing of such material, and if necessary, monitoring of the 
process to render such material harmless.  The Contractor shall render harmless such material in 
accordance with all applicable state and federal regulations.   

 
15.2 HAZARDOUS MATERIALS 
 

Add the following as ITEMS 15.2.4, 15.2.5 and 15.2.6: 
 
The Contractor shall not bring hazardous materials onto the site nor use hazardous materials in 
the Work. 
 

 
 
ARTICLE 16 – INSURANCE 
 

Add the following as ITEM 16.1.1: 
 

The insurance required by Subparagraph 11.1.1 shall be written for not less than the following, or 
greater if required by law: 

 
 1. Workers’ Compensations: 
 
  a. State   Statutory 
  b. Applicable Federal Statutory 
  c. Employer’s Liability $100,000 
 
 2. Comprehensive General Liability (including Premises-Operations; Independent  

 Contractors’ Protective; Products and Complete Operations; Broad Form Property 
 Damage): 

 
  a. Bodily Injury: 
   
  $2,000,000  Each Occurrence 
  $2,000,000  Annual Aggregate 
 

 b. Property Damage: 
 
 $2,000,000  Each Occurrence 
 $2,000,000  Annual Aggregate 
 

c. Products and Complete Operations to be maintained for two (2) years after final 
payment. 

 
 Additionally named insured: 
 Kennedy Center 
 2440 Resevoir Ave 
 Trumbull, CT 06611 
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 Antinozzi Associates, P.C. 
 271 Fairfield Avenue 
 Bridgeport, CT 06604 
 

d. Property Damage Liability Insurance will provide X, C, or U Coverage as 
applicable. 

 
 e. Other Insurance: 
  

1. Excess Liability - All primary policies must have an excess liability 
policy in the amount of: $2,000,000. 

 
 3. Contractual Liability: 
 
  a. Bodily Injury: 
 
  $2,000,000  Each Occurrence 
  $2,000,000  Annual Aggregate 
 
  b. Property Damage: 
 
  $2,000,000  Each Occurrence      
  $2,000,000  Annual Aggregate 
 
 4. Personal Injury, with Employment Exclusion deleted: 
  
  $2,000,000  Each Person 
  $2,000,000  Annual Aggregate 
 
 5. Comprehensive Automobile Liability: 
 
  a. Bodily Injury: 
 
  $500,000  Each Person 
  $1,000,000  Each Occurrence 
 
 6. Builder’s Risk Insurance 
 

7. Owner’s/Contractor’s Protective Policy:  The above required Liability and Property 
Damage Insurance policies shall include the Owner and the Architect as an assured, 
otherwise an Owner’s Contingent Policy shall be furnished covering Public Liability and 
Property Damage Insurance in the amounts stipulated above, and must, in addition, 
contain a “hold harmless” clause as required by Paragraph 3.18 of the General Conditions 
covering the indemnification of Owner and the Architect. 

 
Add the following as ITEM 16.1.2: 
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The Contractor shall furnish two copies each of Certificates of insurance herein required for each 
copy of the Agreement which shall specifically set forth evidence of all coverage required by 
Subparagraphs 11.1.1 and 11.1.2.  The form of the Certificate shall be AIA Document G715, 
Certificate of Insurance.  The Contractor shall furnish to the Owner copies of any endorsements 
that are subsequently issue amending coverage or limits.  Certificate amended to read:  Will 
contact Owner of cancellation. 

 
16.2 OWNER’S LIABILITY INSURANCE 
 

Delete subparagraph in its entirety and substitute the following: 
 

The Owner will provide no insurance coverage for the Contract.  The Contractor shall be 
responsible to purchase and maintain Liability Insurance in the name of the Owner to protect the 
Owner against claims that may arise from operations under the Contract. 

 
 
ARTICLE 18 – MISCELLANEOUS PROVISIONS 
 

Add the following as ITEM 18.5: 
 
The Contractor shall maintain the policies of employment as follows: 

 
18.5.1 The Contractor and all subcontractors shall not discriminate against any employee or 

applicant for employment because of race, religion, color, sex, national origin or age.  
Such action shall include, but not be limited to the following: 

 
18.5.2 Employment, upgrading, demotion or transfer; Recruitment or recruitment advertising, 

layoff of termination; Rates of pay or other forms of compensation; and selection for 
training, including apprenticeship. 

 
18.5.3 The Contractor agrees to post in conspicuous places, available to employees and 

applicants for employment, notices setting forth the above policies of non-discrimination. 
 
 
END OF SECTION 
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SECTION 01100 - SUMMARY 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and Supplementary 
Conditions and other Division 1 Specification Sections, apply to this Section. 

1.2 SUMMARY 

A. This Section includes the following: 

1. Work covered by the Contract Documents. 
2. Type of the Contract. 
3. Work under other contracts. 
4. Products ordered in advance. 
5. Owner-furnished products. 
6. Use of premises. 
7. Specification formats and conventions. 

B. Related Sections include the following: 
 
1. Division 1 Section "Temporary Facilities and Controls" for limitations and procedures 

governing temporary use of Owner's facilities. 

1.3 WORK COVERED BY CONTRACT DOCUMENTS 

A. Project Identification:  Project consists of furnace replacement and sprinkler fire protection 
system of an existing 5,200 (approx) gross square foot building for The Kennedy Center. 

1. Project Location:  803 Clinton Avenue, Bridgeport, CT 

B. Owner/Lessee:  Kennedy Center 
 
1. Owner’s Representative:   Martin Schwartz 

C. Architect:  Antinozzi Associates, PC. 

1. Architectural representative:  Oran Mills, AIA 

D. Contractor:  TBD 
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E. The Work will be design-build and consists of all demolition, repair and construction required 
to: 

1. Dismantle and remove existing oil fired steam furnace.  Replace with new oil fired steam 
furnace as shown on drawings.  Provide all plumbing and electrical connections as 
required for fully functioning heating system. 

2. Provide new NEMA 13 commercial sprinkler system for the entire facility.  Provide all 
plumbing and electrical connections as required for a building and fire department 
approved sprinkler fire protection system. 

3. One contractor is responsible for all work and repairing all damaged surfaces caused by 
this contract. 

4. The work shown on Drawings is a guide for the bidders in their final design and is not 
inclusive of all work to be performed. 

1.4 TYPE OF CONTRACT 

A. Project will be constructed under a single prime contract.  Suggested contract is AIA Document 
A107-1997 – Abbreviated Standard Form of Agreement Between Owner and Contractor for 
Construction Projects of Limited Scope where the basis of payment is a Stipulated Sum. 
 

1.5 USE OF PREMISES 

A. General:  Contractor shall have full use of premises for construction operations, including use of 
Project site, during construction period.  Contractor's use of premises is limited only by Owner's 
right to perform work or to retain other contractors on portions of Project. 

B. Use of Site:  Limit use of premises to work in areas indicated.  Do not disturb portions of 
Project site beyond areas in which the Work is indicated. 

 
1. Driveways and Entrances:  Keep driveways and entrances serving premises clear and 

available to emergency vehicles at all times.  Do not use these areas for parking or 
storage of materials. 

PART 2 - PRODUCTS (Not Used) 

PART 3 - EXECUTION (Not Required) 

END OF SECTION 01100 
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SECTION 01250 - CONTRACT MODIFICATION PROCEDURES 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and Supplementary 
Conditions and other Division 1 Specification Sections, apply to this Section. 

1.2 SUMMARY 

A. This Section specifies administrative and procedural requirements for handling and processing 
Contract modifications. 

B. Related Sections include the following: 
 
1. Division 1 Section "Product Requirements" for administrative procedures for handling 

requests for substitutions made after Contract award. 

1.3 MINOR CHANGES IN THE WORK 

A. Architect will issue supplemental instructions authorizing Minor Changes in the Work, not 
involving adjustment to the Contract Sum or the Contract Time, on Architect's Standard form. 

1.4 PROPOSAL REQUESTS 

A. Owner-Initiated Proposal Requests:  Architect will issue a detailed description of proposed 
changes in the Work that may require adjustment to the Contract Sum or the Contract Time.  If 
necessary, the description will include supplemental or revised Drawings and Specifications. 

1. Proposal Requests issued by Architect are for information only.  Do not consider them 
instructions either to stop work in progress or to execute the proposed change. 

2. Within 5 days after receipt of Proposal Request, submit a quotation estimating cost 
adjustments to the Contract Sum and the Contract Time necessary to execute the change. 

a. Include a list of quantities of products required or eliminated and unit costs, with 
total amount of purchases and credits to be made.  If requested, furnish survey data 
to substantiate quantities. 

b. Indicate applicable taxes, delivery charges, equipment rental, and amounts of trade 
discounts. 

c. Include costs of labor and supervision directly attributable to the change. 
d. Include an updated Contractor's Construction Schedule that indicates the effect of 

the change, including, but not limited to, changes in activity duration, start and 
finish times, and activity relationship.  Use available total float before requesting 
an extension of the Contract Time. 
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B. Contractor-Initiated Proposals:  If latent or unforeseen conditions require modifications to the 
Contract, Contractor may propose changes by submitting a request for a change. 

1. Include a statement outlining reasons for the change and the effect of the change on the 
Work.  Provide a complete description of the proposed change.  Indicate the effect of the 
proposed change on the Contract Sum and the Contract Time. 

2. Include a list of quantities of products required or eliminated and unit costs, with total 
amount of purchases and credits to be made.  If requested, furnish survey data to 
substantiate quantities. 

3. Indicate applicable taxes, delivery charges, equipment rental, and amounts of trade 
discounts. 

4. Include costs of labor and supervision directly attributable to the change. 
5. Include an updated Contractor's Construction Schedule that indicates the effect of the 

change, including, but not limited to, changes in activity duration, start and finish times, 
and activity relationship.  Use available total float before requesting an extension of the 
Contract Time. 

6. Comply with requirements in Division 1 Section "Product Requirements" if the proposed 
change requires substitution of one product or system for product or system specified. 

C. Proposal Request Form:  Recommended form is AIA Document G709 for Proposal Requests. 

1.5 CHANGE ORDER PROCEDURES 

A. On Owner's approval of a Proposal Request, Architect will issue a Change Order for signatures 
of Owner and Contractor on AIA Document G701 (or similar format). 

1.6 CONSTRUCTION CHANGE DIRECTIVE 

A. Construction Change Directive:  Architect may issue a Construction Change Directive.  
Construction Change Directive instructs Contractor to proceed with a change in the Work, for 
subsequent inclusion in a Change Order. 

1. Construction Change Directive contains a complete description of change in the Work.  It 
also designates method to be followed to determine change in the Contract Sum or the 
Contract Time. 

B. Documentation:  Maintain detailed records on a time and material basis of work required by the 
Construction Change Directive. 

1. After completion of change, submit an itemized account and supporting data necessary to 
substantiate cost and time adjustments to the Contract. 

PART 2 - PRODUCTS (Not Used) 

PART 3 - EXECUTION (Not Used) 

END OF SECTION 01250 
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SECTION 01290 - PAYMENT PROCEDURES 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and Supplementary 
Conditions and other Division 1 Specification Sections, apply to this Section. 

1.2 SUMMARY 

A. This Section specifies administrative and procedural requirements necessary to prepare and 
process Applications for Payment. 

B. Related Sections include the following: 

1. Division 1 Section "Contract Modification Procedures" for administrative procedures for 
handling changes to the Contract. 

1.3 DEFINITIONS 

A. Schedule of Values:  A statement furnished by Contractor allocating portions of the Contract 
Sum to various portions of the Work and used as the basis for reviewing Contractor's 
Applications for Payment. 

1.4 SCHEDULE OF VALUES 

A. Coordination:  Coordinate preparation of the Schedule of Values with preparation of 
Contractor's Construction Schedule. 

1. Correlate line items in the Schedule of Values with other required administrative forms 
and schedules, including the following: 

a. Application for Payment forms with Continuation Sheets. 
b. Submittals Schedule. 

2. Submit the Schedule of Values to Architect at earliest possible date but no later than 
seven days before the date scheduled for submittal of initial Applications for Payment. 

B. Format and Content:  Use the Project Manual table of contents as a guide to establish line items 
for the Schedule of Values.  Provide at least one line item for each Specification Section. 

1. Identification:  Include the following Project identification on the Schedule of Values: 
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a. Project name and location. 
b. Name of Architect. 
c. Architect's project number. 
d. Contractor's name and address. 
e. Date of submittal. 

2. Arrange the Schedule of Values in tabular form with separate columns to indicate the 
following for each item listed: 

a. Related Specification Section or Division. 
b. Description of the Work. 
c. Name of subcontractor. 
d. Change Orders (numbers) that affect value. 
e. Dollar value. 

1) Percentage of the Contract Sum to nearest percent, adjusted to total 100 
percent. 

3. Provide a breakdown of the Contract Sum in enough detail to facilitate continued 
evaluation of Applications for Payment and progress reports.  Coordinate with the Project 
Manual table of contents.  Provide several line items for principal subcontract amounts, 
where appropriate. 

 
4. Round amounts to nearest whole dollar; total shall equal the Contract Sum. 
 
5. Provide a separate line item in the Schedule of Values for each part of the Work where 

Applications for Payment may include materials or equipment purchased or fabricated 
and stored, but not yet installed. 

a. Differentiate between items stored on-site and items stored off-site.  Include 
evidence of insurance or bonded warehousing if required. 

 
6. Each item in the Schedule of Values and Applications for Payment shall be complete.  

Include total cost and proportionate share of general overhead and profit for each item. 

a. Temporary facilities and other major cost items that are not direct cost of actual 
work-in-place may be shown either as separate line items in the Schedule of 
Values or distributed as general overhead expense, at Contractor's option. 

7. Schedule Updating:  Update and resubmit the Schedule of Values before the next 
Applications for Payment when Change Orders or Construction Change Directives result 
in a change in the Contract Sum. 

C. Retainage:  Owner shall retain 5% of each progress payment until proof of the project’s 
substantial completion.  Upon substantial completion, Owner shall retain 2½% of the remaining 
project completion cost.  Upon final project completion and closeout, the Owner will then 
proceed to release the remaining retainage amount and make final payment to the Contractor. 
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1.5 APPLICATIONS FOR PAYMENT 

A. Each Application for Payment shall be consistent with previous applications and payments as 
certified by Architect and paid for by Owner. 

B. Payment Application Times:  The date for each progress payment is indicated in the Agreement 
between Owner and Contractor.  The period of construction Work covered by each Application 
for Payment is the period indicated in the Agreement. 

C. Payment Application Forms:  Use AIA Document G702 and AIA Document G703 Continuation 
Sheets as format for Applications for Payment. 

D. Application Preparation:  Complete every entry on form.  Notarize and execute by a person 
authorized to sign legal documents on behalf of Contractor.  Architect will return incomplete 
applications without action. 

1. Entries shall match data on the Schedule of Values and Contractor's Construction 
Schedule.  Use updated schedules if revisions were made. 

2. Include amounts of Change Orders and Construction Change Directives issued before last 
day of construction period covered by application. 

E. Transmittal:  Submit 3 signed and notarized original copies of each Application for Payment to 
Architect by a method ensuring receipt.  One copy shall include waivers of lien and similar 
attachments if required. 

F. Waivers of Mechanic's Lien:  With each Application for Payment, submit waivers of mechanic's 
lien from every entity who is lawfully entitled to file a mechanic's lien arising out of the 
Contract and related to the Work covered by the payment. 

G. Initial Application for Payment:  Administrative actions and submittals that must precede or 
coincide with submittal of first Application for Payment include the following: 

1. List of subcontractors. 
2. Schedule of Values. 
3. Contractor's Construction Schedule (preliminary if not final). 
4. Copies of building permits. 
5. Certificates of insurance and insurance policies. 
6. Performance and payment bonds. 
7. Data needed to acquire Owner's insurance. 

H. Application for Payment at Substantial Completion:  After issuing the Certificate of Substantial 
Completion, submit an Application for Payment showing 100 percent completion for portion of 
the Work claimed as substantially complete. 

1. Include documentation supporting claim that the Work is substantially complete and a 
statement showing an accounting of changes to the Contract Sum. 
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I. Final Payment Application:  Submit final Application for Payment with releases and supporting 
documentation not previously submitted and accepted, including, but not limited, to the 
following: 

1. Evidence of completion of Project closeout requirements. 
2. Insurance certificates for products and completed operations where required and proof 

that taxes, fees, and similar obligations were paid. 
3. Updated final statement, accounting for final changes to the Contract Sum. 
4. AIA Document G706, "Contractor's Affidavit of Payment of Debts and Claims." 
5. AIA Document G706A, "Contractor's Affidavit of Release of Liens." 
6. AIA Document G707, "Consent of Surety to Final Payment" if required. 
7. Evidence that claims have been settled. 
8. Final meter readings for utilities, a measured record of stored fuel, and similar data as of 

date of Substantial Completion or when Owner took possession of and assumed 
responsibility for corresponding elements of the Work. 

9. Final, liquidated damages settlement statement. 

PART 2 - PRODUCTS (Not Used) 

PART 3 - EXECUTION (Not Used) 

END OF SECTION 01290 
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SECTION 01320 - CONSTRUCTION PROGRESS DOCUMENTATION 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and Supplementary 
Conditions and other Division 1 Specification Sections, apply to this Section. 

1.2 SUMMARY 

A. This Section includes administrative and procedural requirements for documenting the progress 
of construction during performance of the Work, including the following: 
 
1. Contractor's Construction Schedule. 
2. Submittals Schedule. 
3. Field condition reports. 
4. Special reports. 

B. Related Sections include the following: 
 
1. Division 1 Section "Payment Procedures" for submitting the Schedule of Values. 
2. Division 1 Section "Submittal Procedures" for submitting schedules and reports. 

1.3 DEFINITIONS 

A. Activity:  A discrete part of a project that can be identified for planning, scheduling, monitoring, 
and controlling the construction project.  Activities included in a construction schedule consume 
time and resources. 

1. Critical activities are activities on the critical path.  They must start and finish on the 
planned early start and finish times. 

2. Predecessor Activity:  An activity that precedes another activity in the network. 
3. Successor Activity:  An activity that follows another activity in the network. 

B. Cost Loading:  The allocation of the Schedule of Values for the completion of an activity as 
scheduled.  The sum of costs for all activities must equal the total Contract Sum, unless 
otherwise approved by Architect. 

C. CPM:  Critical path method, which is a method of planning and scheduling a construction 
project where activities are arranged based on activity relationships.  Network calculations 
determine when activities can be performed and the critical path of Project. 
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D. Critical Path:  The longest connected chain of interdependent activities through the network 
schedule that establishes the minimum overall Project duration and contains no float. 

E. Event:  The starting or ending point of an activity. 

F. Float:  The measure of leeway in starting and completing an activity. 

1. Float time is not for the exclusive use or benefit of either Owner or Contractor, but is a 
jointly owned, expiring Project resource available to both parties as needed to meet 
schedule milestones and Contract completion date. 

2. Free float is the amount of time an activity can be delayed without adversely affecting the 
early start of the successor activity. 

3. Total float is the measure of leeway in starting or completing an activity without 
adversely affecting the planned Project completion date. 

G. Fragment:  A partial or fragmentary network that breaks down activities into smaller activities 
for greater detail. 

H. Major Area:  A story of construction, a separate building, or a similar significant construction 
element. 

I. Milestone:  A key or critical point in time for reference or measurement. 

J. Network Diagram:  A graphic diagram of a network schedule, showing activities and activity 
relationships. 

K. Resource Loading:  The allocation of manpower and equipment necessary for the completion of 
an activity as scheduled. 

1.4 SUBMITTALS 

A. Contractor's Construction Schedule:  Submit two opaque copies of initial schedule, large 
enough to show entire schedule for entire construction period. 

B. Field Condition Reports:  Submit two copies at time of discovery of differing conditions. 

C. Special Reports:  Submit two copies at time of unusual event. 

1.5 COORDINATION 

A. Coordinate preparation and processing of schedules and reports with performance of 
construction activities and with scheduling and reporting of separate contractors. 
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PART 2 - PRODUCTS 

2.1 SUBMITTALS SCHEDULE 

A. Preparation:  Submit a schedule of submittals, arranged in chronological order by dates required 
by construction schedule.  Include time required for review, resubmittal, ordering, 
manufacturing, fabrication, and delivery when establishing dates. 

1. Coordinate Submittals Schedule with list of subcontracts, the Schedule of Values, and 
Contractor's Construction Schedule. 

2. Final Submittal:  Submit concurrently with the first complete submittal of Contractor's 
Construction Schedule. 

2.2 CONTRACTOR'S CONSTRUCTION SCHEDULE, GENERAL 

A. Procedures:  Comply with procedures contained in AGC's "Construction Planning & 
Scheduling." 

B. Time Frame:  Extend schedule from date established for commencement of the Work to date of 
Final Completion. 

1. Contract completion date shall not be changed by submission of a schedule that shows an 
early completion date, unless specifically authorized by Change Order. 

C. Activities:  Treat each separate area as a separate numbered activity for each principal element 
of the Work.  Comply with the following: 

1. Activity Duration:  Define activities so no activity is longer than 20 days, unless 
specifically allowed by Architect. 

2. Procurement Activities:  Include procurement process activities for the following long 
lead items and major items, requiring a cycle of more than 60 days, as separate activities 
in schedule.  Procurement cycle activities include, but are not limited to, submittals, 
approvals, purchasing, fabrication, and delivery. 
 
a. HVAC units. 

3. Submittal Review Time:  Include review and resubmittal times indicated in Division 1 
Section "Submittal Procedures" in schedule.  Coordinate submittal review times in 
Contractor's Construction Schedule with Submittals Schedule. 

4. Startup and Testing Time:  Include not less than seven days for startup and testing. 
5. Substantial Completion:  Indicate completion in advance of date established for 

Substantial Completion, and allow time for Architect's administrative procedures 
necessary for certification of Substantial Completion. 

D. Constraints:  Include constraints and work restrictions indicated in the Contract Documents and 
as follows in schedule, and show how the sequence of the Work is affected. 
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1. Work by Owner:  Include a separate activity for each portion of the Work performed by 

Owner. 
2. Products Ordered in Advance:  Include a separate activity for each product.  Include 

delivery date indicated in Division 1 Section "Summary."  Delivery dates indicated 
stipulate the earliest possible delivery date. 

3. Owner-Furnished Products:  Include a separate activity for each product.  Include 
delivery date indicated in Division 1 Section "Summary."  Delivery dates indicated 
stipulate the earliest possible delivery date. 

4. Work Restrictions:  Show the effect of the following items on the schedule: 
 
a. Uninterruptible services. 
b. Use of premises restrictions. 
c. Seasonal variations. 

E. Milestones:  Include milestones indicated in the Contract Documents in schedule, including, but 
not limited to, the Notice to Proceed, Substantial Completion, and Final Completion. 

F. Contract Modifications:  For each proposed contract modification and concurrent with its 
submission, prepare a time-impact analysis using fragnets to demonstrate the effect of the 
proposed change on the overall project schedule. 

2.3 CONTRACTOR'S CONSTRUCTION SCHEDULE (GANTT CHART) 

A. Gantt-Chart Schedule:  Submit a comprehensive, fully developed, horizontal Gantt-chart-type, 
Contractor's Construction Schedule within 7 days of date established for the Notice to Proceed.  
Base schedule on the Preliminary Construction Schedule and whatever updating and feedback 
was received since the start of Project. 

B. Preparation:  Indicate each significant construction activity separately.  Identify first workday of 
each week with a continuous vertical line. 

2.4 REPORTS 

A. Field Condition Reports:  Immediately on discovery of a difference between field conditions 
and the Contract Documents, prepare and submit a detailed report.  Submit with a request for 
interpretation on CSI Form 13.2A or similiar.  Include a detailed description of the differing 
conditions, together with recommendations for changing the Contract Documents. 

2.5 SPECIAL REPORTS 

A. General:  Submit special reports directly to Owner within one day of an occurrence.  Distribute 
copies of report to parties affected by the occurrence. 

B. Reporting Unusual Events:  When an event of an unusual and significant nature occurs at 
Project site, whether or not related directly to the Work, prepare and submit a special report.  
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List chain of events, persons participating, response by Contractor's personnel, evaluation of 
results or effects, and similar pertinent information.  Advise Owner in advance when these 
events are known or predictable. 

PART 3 - EXECUTION 

3.1 CONTRACTOR'S CONSTRUCTION SCHEDULE 

A. Contractor's Construction Schedule Updating:  At weekly intervals, update schedule to reflect 
actual construction progress and activities.  Issue schedule at each regularly scheduled progress 
meeting. 

1. Revise schedule immediately after each meeting or other activity where revisions have 
been recognized or made.  Issue updated schedule concurrently with the report of each 
such meeting. 

2. Include a report with updated schedule that indicates every change, including, but not 
limited to, changes in logic, durations, actual starts and finishes, and activity durations. 

3. As the Work progresses, indicate Actual Completion percentage for each activity. 

B. Distribution:  Distribute copies of approved schedule to Architect, Owner, separate contractors, 
testing and inspecting agencies, and other parties identified by Contractor with a need-to-know 
schedule responsibility. 
 
1. When revisions are made, distribute updated schedules to the same parties and post in the 

same locations.  Delete parties from distribution when they have completed their assigned 
portion of the Work and are no longer involved in performance of construction activities. 

END OF SECTION 01320 
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SECTION 01330 - SUBMITTAL PROCEDURES 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and Supplementary 
Conditions and other Division 1 Specification Sections, apply to this Section. 

1.2 SUMMARY 

A. This Section includes administrative and procedural requirements for submitting Shop 
Drawings, Product Data, Samples, and other miscellaneous submittals. 

B. Related Sections include the following: 

1. Division 1 Section "Payment Procedures" for submitting Applications for Payment and 
the Schedule of Values. 

2. Division 1 Section "Closeout Procedures" for submitting warranties. 
3. Division 1 Section "Operation and Maintenance Data" for submitting operation and 

maintenance manuals. 

1.3 DEFINITIONS 

A. Action Submittals:  Written and graphic information that requires Architect's responsive action. 

B. Informational Submittals:  Written information that does not require Architect's responsive 
action.  Submittals may be rejected for not complying with requirements. 

1.4 SUBMITTAL PROCEDURES 

A. General: Electronic copies of CAD Drawings of the Contract Drawings may be provided by 
Architect for Contractor's use in preparing submittals.  Fees and disclaimers will be requested. 

B. Coordination:  Coordinate preparation and processing of submittals with performance of 
construction activities. 
 
1. Coordinate transmittal of different types of submittals for related parts of the Work so 

processing will not be delayed because of need to review submittals concurrently for 
coordination. 

a. Architect reserves the right to withhold action on a submittal requiring 
coordination with other submittals until related submittals are received. 
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C. Processing Time:  Allow enough time for submittal review, including time for resubmittals, as 
follows.  Time for review shall commence on Architect's and Architect’s Consultants receipt of 
submittal.  No extension of the Contract Time will be authorized because of failure to transmit 
submittals enough in advance of the Work to permit processing, including resubmittals. 

1. Initial Review:  Allow 10 working days for initial review of each submittal.  Allow 
additional time if coordination with subsequent submittals is required.  Architect will 
advise Contractor when a submittal being processed must be delayed for coordination. 

2. Intermediate Review:  If intermediate submittal is necessary, process it in same manner 
as initial submittal. 

3. Resubmittal Review:  Allow 10 working days for review of each resubmittal. 
4. Sequential Review:  Where sequential review of submittals by Architect's consultants, 

Owner, or other parties is indicated, allow 15 working days for initial review of each 
submittal. 

5. Concurrent Consultant Review:  Where the Contract Documents indicate that submittals 
may be transmitted simultaneously to Architect and to Architect's consultants, allow 10 
working days for review of each submittal.  Submittal will be returned to Architect before 
being returned to Contractor. 

6. Additional Reviews:  Architect will review initial submittals and re-submittals as 
required during Project construction.  Additional reviews by the Architect of the same 
submittal above and beyond the initial submittal and re-submittal will be expensed at the 
reviewer’s hourly rate directly to the Contractor. 

D. Identification:  Place a permanent label or title block on each submittal for identification. 

1. Indicate name of firm or entity that prepared each submittal on label or title block. 
2. Provide a space approximately 6 by 8 inches (150 by 200 mm) on label or beside title 

block to record Contractor's review and approval markings and action taken by Architect 
or Architect’s Consultant. 

3. Include the following information on label for processing and recording action taken: 

a. Project name and Architect’s Project number. 
b. Date. 
c. Name, address and project number of Architect. 
d. Name and address of Contractor. 
e. Name and address of subcontractor. 
f. Name and address of supplier. 
g. Name of manufacturer. 
h. Submittal number or other unique identifier, including revision identifier. 

1) Submittal numbers must be coordinated with the Architect’s submittal 
procedures.  Standard transmittal and memorandum to Contractors regarding 
submittal procedure will be provided by Architect, if necessary, upon award 
of Contract. 

i. Number and title of appropriate Specification Section. 
j. Drawing number and detail references, as appropriate. 
k. Location(s) where product is to be installed, as appropriate. 
l. Other necessary identification. 
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E. Deviations:  Highlight, encircle, or otherwise specifically identify deviations from the Contract 
Documents on submittals. 

F. Additional Copies:  Unless additional copies are required for final submittal, and unless 
Architect observes noncompliance with provisions in the Contract Documents, initial submittal 
may serve as final submittal. 
 
1. Submit one copy of submittal to Architect in addition to specified number of copies to 

concurrent reviewer. 
2. Additional copies submitted for maintenance manuals will not be marked with action 

taken and will be returned. 

G. Transmittal:  Package each submittal individually and appropriately for transmittal and 
handling.  Transmit each submittal using a transmittal form.  Architect and Architect’s 
Consultants will return submittals, without review, received from sources other than Contractor. 
 
1. Transmittal Form:  Provide locations on form for the following information: 

a. Project name. 
b. Date. 
c. Destination (To:). 
d. Source (From:). 
e. Names of subcontractor, manufacturer, and supplier. 
f. Category and type of submittal. 
g. Submittal purpose and description. 
h. Specification Section number and title. 
i. Drawing number and detail references, as appropriate. 
j. Transmittal number, numbered consecutively. 
k. Submittal and transmittal distribution record. 
l. Remarks. 
m. Signature of transmitter. 

2. On an attached separate sheet, prepared on Contractor's letterhead, record relevant 
information, requests for data, revisions other than those requested by Architect and 
Architect’s Consultant on previous submittals, and deviations from requirements in the 
Contract Documents, including minor variations and limitations.  Include same label 
information as related submittal. 

3. Include Contractor’s certification stating that information submitted complies with 
requirements of the Contract Documents, and was thoroughly reviewed and checked prior 
to issuance. 

H. Resubmittals:  Make resubmittals in same form and number of copies as initial submittal. 

1. Note date and content of previous submittal. 
2. Note date and content of revision in label or title block and clearly indicate extent of 

revision. 
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I. Distribution:  Furnish copies of final submittals to manufacturers, subcontractors, suppliers, 
fabricators, installers, authorities having jurisdiction, and others as necessary for performance of 
construction activities.  Show distribution on transmittal forms. 

J. Use for Construction:  Use only final submittals with mark indicating "No Exceptions Taken" or 
“Make Corrections Noted” by Architect or Architect’s Consultant. 

1.5 CONTRACTOR'S USE OF ARCHITECT'S CAD FILES 

A. General:  At Contractor's written request, copies of Architect's CAD files will be provided to 
Contractor for Contractor's use in connection with Project, subject to the following conditions: 

1. Review, approval and signing of disclaimer form regarding use of drawings. 

2. Additional fees will be requested as deemed appropriate per drawing sheet or file. 

PART 2 - PRODUCTS 

2.1 ACTION SUBMITTALS 

A. General:  Prepare and submit Action Submittals required by individual Specification Sections. 

B. Product Data:  Collect information into a single submittal for each element of construction and 
type of product or equipment. 

1. If information must be specially prepared for submittal because standard printed data are 
not suitable for use, submit as Shop Drawings, not as Product Data. 

2. Mark each copy of each submittal to show which products and options are applicable. 
3. Include the following information, as applicable: 

a. Manufacturer's written recommendations. 
b. Manufacturer's product specifications. 
c. Manufacturer's installation instructions. 
d. Standard color charts. 
e. Manufacturer's catalog cuts. 
f. Wiring diagrams showing factory-installed wiring. 
g. Printed performance curves. 
h. Operational range diagrams. 
i. Mill reports. 
j. Standard product operation and maintenance manuals. 
k. Compliance with specified referenced standards. 
l. Testing by recognized testing agency. 
m. Application of testing agency labels and seals. 
n. Notation of coordination requirements. 

4. Submit Product Data before or concurrent with Samples. 
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5. Number of Copies:  Submit four (4) copies of Product Data, unless otherwise indicated.  
Architect will return three (3) copies. 

C. Shop Drawings:  Prepare Project-specific information, drawn accurately to scale.  Do not base 
Shop Drawings on reproductions of the Contract Documents or standard printed data, unless 
submittal of Architect's CAD Drawings are otherwise permitted. 

1. Preparation:  Fully illustrate requirements as shown in the Contract Documents.  Include 
the following information, as applicable: 

a. Dimensions. 
b. Identification of products. 
c. Fabrication and installation drawings. 
d. Roughing-in and setting diagrams. 
e. Wiring diagrams showing field-installed wiring, including power, signal, and 

control wiring. 
f. Shopwork manufacturing instructions. 
g. Templates and patterns. 
h. Schedules. 
i. Design calculations. 
j. Compliance with specified standards. 
k. Notation of coordination requirements. 
l. Notation of dimensions established by field measurement. 
m. Relationship to adjoining construction clearly indicated. 
n. Seal and signature of professional engineer if specified. 
o. Wiring Diagrams:  Differentiate between manufacturer-installed and field-installed 

wiring. 

2. Sheet Size:  Except for templates, patterns, and similar full-size drawings, submit Shop 
Drawings on sheets at least 8-1/2 by 11 inches (215 by 280 mm) but no larger than 30 by 
40 inches (750 by 1000 mm). 

3. Number of Copies:  Submit four (4) copies of each submittal, where copies are not 
required for operation and maintenance manuals.  Submit five (5) copies where copies are 
required for operation and maintenance manuals. Architect will retain one copy; 
remainder will be returned to Contractor. 

D. Samples:  Submit Samples for review of kind, color, pattern, and texture for a check of these 
characteristics with other elements and for a comparison of these characteristics between 
submittal and actual component as delivered and installed. 

1. Transmit Samples that contain multiple, related components such as accessories together 
in one submittal package. 

2. Identification:  Attach label on unexposed side of Samples that includes the following: 

a. Generic description of Sample. 
b. Product name and name of manufacturer. 
c. Sample source. 
d. Number and title of appropriate Specification Section. 
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3. Disposition:  Maintain sets of approved Samples at Project site, available for quality-
control comparisons throughout the course of construction activity.  Sample sets may be 
used to determine final acceptance of construction associated with each set. 

a. Samples that may be incorporated into the Work are indicated in individual 
Specification Sections.  Such Samples must be in an undamaged condition at time 
of use. 

b. Samples not incorporated into the Work, or otherwise designated as Owner's 
property, are the property of Contractor. 

4. Samples for Initial Selection:  Submit manufacturer’s color charts consisting of units or 
sections of units showing the full range of colors, textures, and patterns available. 
 
a. Number of samples:  Submit two (2) full sets of available choices where color, 

pattern, texture, or similar characteristics are required to be selected from 
manufacturer’s product line.  Architect will return submittal with options selected. 

5. Samples for Verification:  Submit full-size units or Samples of size indicated, prepared 
from same material to be used for the Work, cured and finished in manner specified, and 
physically identical with material or product proposed for use, and that show full range of 
color and texture variations expected.  Samples include, but are not limited to, the 
following:  partial sections of manufactured or fabricated components; small cuts or 
containers of materials; complete units of repetitively used materials; swatches showing 
color, texture, and pattern; color range sets; and components used for independent testing 
and inspection. 

a. Number of Samples:  Submit three (3) sets of Samples.  Architect will retain two 
(2) Sample sets; remainder will be returned. 

1) Submit a single Sample where assembly details, workmanship, fabrication 
techniques, connections, operation, and other similar characteristics are to 
be demonstrated. 

2) If variation in color, pattern, texture, or other characteristic is inherent in 
material or product represented by a Sample, submit at least three sets of 
paired units that show approximate limits of variations. 

E. Product Schedule or List:  As required in individual Specification Sections, prepare a written 
summary indicating types of products required for the Work and their intended location.  
Include the following information in tabular form: 

1. Type of product.  Include unique identifier for each product. 
2. Number and name of room or space. 
3. Location within room or space. 
4. Number of Copies:  Submit three (3) copies of product schedule or list, unless otherwise 

indicated.  Architect will return two (2) copies. 

F. Contractor’s Construction Schedule:  Comply with requirements specified in Division 1 Section 
“ Construction Progress Documentation.” 
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G. Submittals Schedule:  Comply with requirements specified in Division 1 Section "Construction 
Progress Documentation." 

H. Application for Payment:  Comply with requirements specified in Division 1 Section "Payment 
Procedures." 

I. Schedule of Values:  Comply with requirements specified in Division 1 Section "Payment 
Procedures." 

2.2 INFORMATIONAL SUBMITTALS 

A. General:  Prepare and submit Informational Submittals required by other Specification Sections. 

1. Number of Copies:  Submit two (2) copies of each submittal, unless otherwise indicated.  
Architect will not return copies. 

2. Certificates and Certifications:  Provide a notarized statement that includes signature of 
entity responsible for preparing certification.  Certificates and certifications shall be 
signed by an officer or other individual authorized to sign documents on behalf of that 
entity. 

3. Test and Inspection Reports:  Comply with requirements specified in Division 1 Section 
"Quality Requirements." 

B. Contractor's Construction Schedule:  Comply with requirements specified in Division 1 Section 
"Construction Progress Documentation." 

C. Qualification Data:  Prepare written information that demonstrates capabilities and experience 
of firm or person.  Include lists of completed projects with project names and addresses, names 
and addresses of architects and owners, and other information specified. 

D. Installer Certificates:  Prepare written statements on manufacturer's letterhead certifying that 
Installer complies with requirements in the Contract Documents and, where required, is 
authorized by manufacturer for this specific Project. 

E. Manufacturer Certificates:  Prepare written statements on manufacturer's letterhead certifying 
that manufacturer complies with requirements in the Contract Documents.  Include evidence of 
manufacturing experience where required. 

F. Product Certificates:  Prepare written statements on manufacturer's letterhead certifying that 
product complies with requirements in the Contract Documents. 

G. Material Certificates:  Prepare written statements on manufacturer's letterhead certifying that 
material complies with requirements in the Contract Documents. 

H. Material Test Reports:  Prepare reports written by a qualified testing agency, on testing agency's 
standard form, indicating and interpreting test results of material for compliance with 
requirements in the Contract Documents. 
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I. Product Test Reports:  Prepare written reports indicating current product produced by 
manufacturer complies with requirements in the Contract Documents.  Base reports on 
evaluation of tests performed by manufacturer and witnessed by a qualified testing agency, or 
on comprehensive tests performed by a qualified testing agency. 

J. Maintenance Data:  Prepare written and graphic instructions and procedures for operation and 
normal maintenance of products and equipment.  Comply with requirements specified in 
Division 1 Section "Operation and Maintenance Data." 

K. Design Data:  Prepare written and graphic information, including, but not limited to, 
performance and design criteria, list of applicable codes and regulations, and calculations.  
Include list of assumptions and other performance and design criteria and a summary of loads.  
Include load diagrams if applicable.  Provide name and version of software, if any, used for 
calculations.  Include page numbers. 

L. Manufacturer's Instructions:  Prepare written or published information that documents 
manufacturer's recommendations, guidelines, and procedures for installing or operating a 
product or equipment.  Include name of product and name, address, and telephone number of 
manufacturer.  Include the following, as applicable: 

1. Preparation of substrates. 
2. Required substrate tolerances. 
3. Sequence of installation or erection. 
4. Required installation tolerances. 
5. Required adjustments. 
6. Recommendations for cleaning and protection. 

M. Manufacturer's Field Reports:  Prepare written information documenting factory-authorized 
service representative's tests and inspections.  Include the following, as applicable: 

1. Name, address, and telephone number of factory-authorized service representative 
making report. 

2. Statement on condition of substrates and their acceptability for installation of product. 
3. Statement that products at Project site comply with requirements. 
4. Summary of installation procedures being followed, whether they comply with 

requirements and, if not, what corrective action was taken. 
5. Results of operational and other tests and a statement of whether observed performance 

complies with requirements. 
6. Statement whether conditions, products, and installation will affect warranty. 
7. Other required items indicated in individual Specification Sections. 

N. Insurance Certificates and Bonds:  Prepare written information indicating current status of 
insurance or bonding coverage.  Include name of entity covered by insurance or bond, limits of 
coverage, amounts of deductibles, if any, and term of the coverage. 
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PART 3 - EXECUTION 

3.1 CONTRACTOR'S REVIEW 

A. Review each submittal and check for coordination with other Work of the Contract and for 
compliance with the Contract Documents.  Note corrections and field dimensions.  Mark with 
approval stamp before submitting to Architect. 

B. Approval Stamp:  Stamp each submittal with a uniform, approval stamp.  Include Project name 
and location, submittal number, Specification Section title and number, name of reviewer, date 
of Contractor's approval, and statement certifying that submittal has been reviewed, checked, 
and approved for compliance with the Contract Documents. 

C. ARCHITECT'S AND ARCHITECT’S CONSULTANT ACTION 

D. General:  Architect and Architect’s Consultant will not review submittals that do not bear 
Contractor's approval stamp and will return them without action. 

E. Action Submittals:  Architect and Architect’s Consultant will review each submittal, make 
marks to indicate corrections or modifications required, and return it.  Architect or Architect’s 
Consultant will stamp each submittal with an action stamp and will mark stamp appropriately to 
indicate action taken. 

F. Informational Submittals:  Architect and Architect’s Consultant will review each submittal and 
will not return it, or will return it if it does not comply with requirements.  Architect will 
forward each submittal to appropriate party. 

G. Partial submittals are not acceptable, will be considered non-responsive, and will be returned 
without review. 

H. Submittals not required by the Contract Documents may not be reviewed and may be discarded. 

END OF SECTION 01330 
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SECTION 01600 - PRODUCT REQUIREMENTS 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and Supplementary 
Conditions and other Division 1 Specification Sections, apply to this Section. 

1.2 SUMMARY 

A. This Section includes the following administrative and procedural requirements:  selection of 
products for use in Project; product delivery, storage, and handling; manufacturers' standard 
warranties on products; special warranties; product substitutions; and comparable products. 

B. Related Sections include the following: 
 
1. Division 1 Section "Closeout Procedures" for submitting warranties for contract closeout. 

1.3 DEFINITIONS 

A. Products:  Items purchased for incorporating into the Work, whether purchased for Project or 
taken from previously purchased stock.  The term "product" includes the terms "material," 
"equipment," "system," and terms of similar intent. 

1. Named Products:  Items identified by manufacturer's product name, including make or 
model number or other designation, shown or listed in manufacturer's published product 
literature, that is current as of date of the Contract Documents. 

2. New Products:  Items that have not previously been incorporated into another project or 
facility.  Products salvaged or recycled from other projects are not considered new 
products. 

3. Comparable Product:  Product that is demonstrated and approved through submittal 
process, or where indicated as a product substitution, to have the indicated qualities 
related to type, function, dimension, in-service performance, physical properties, 
appearance, and other characteristics that equal or exceed those of specified product. 

B. Substitutions:  Changes in products, materials, equipment, and methods of construction from 
those required by the Contract Documents and proposed by Contractor. 

C. Manufacturer's Warranty:  Preprinted written warranty published by individual manufacturer for 
a particular product and specifically endorsed by manufacturer to Owner. 

D. Special Warranty:  Written warranty required by or incorporated into the Contract Documents, 
either to extend time limit provided by manufacturer's warranty or to provide more rights for 
Owner. 
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1.4 SUBMITTALS 

A. Product List:  Submit a list, in tabular from, showing specified products.  Include generic names 
of products required.  Include manufacturer's name and proprietary product names for each 
product. 

1. Coordinate product list with Contractor's Construction Schedule and the Submittals 
Schedule. 

2. Completed List:  Within 30 days after date of commencement of the Work, submit 3 
copies of completed product list.  Include a written explanation for omissions of data and 
for variations from Contract requirements. 

3. Architect's Action:  Architect will respond in writing to Contractor within 15 days of 
receipt of completed product list.  Architect's response will include a list of unacceptable 
product selections.  Architect's response, or lack of response, does not constitute a waiver 
of requirement that products comply with the Contract Documents. 

B. Substitution Requests:  Submit three copies of each request for consideration.  Identify product 
or fabrication or installation method to be replaced.  Include Specification Section number and 
title and Drawing numbers and titles. 

1. Substitution Request Form:  Use CSI Form 13.1A. 
2. Documentation:  Show compliance with requirements for substitutions and the following, 

as applicable: 

a. Statement indicating why specified material or product cannot be provided. 
b. Coordination information, including a list of changes or modifications needed to 

other parts of the Work and to construction performed by Owner and separate 
contractors, that will be necessary to accommodate proposed substitution. 

c. Detailed comparison of significant qualities of proposed substitution with those of 
the Work specified.  Significant qualities may include attributes such as 
performance, weight, size, durability, visual effect, and specific features and 
requirements indicated. 

d. Product Data, including drawings and descriptions of products and fabrication and 
installation procedures. 

e. Samples, where applicable or requested. 
f. Material test reports from a qualified testing agency indicating and interpreting test 

results for compliance with requirements indicated. 
g. Research/evaluation reports evidencing compliance with building code in effect for 

Project, from a model code organization acceptable to authorities having 
jurisdiction. 

h. Detailed comparison of Contractor's Construction Schedule using proposed 
substitution with products specified for the Work, including effect on the overall 
Contract Time.  If specified product or method of construction cannot be provided 
within the Contract Time, include letter from manufacturer, on manufacturer's 
letterhead, stating lack of availability or delays in delivery. 

i. Cost information, including a proposal of change, if any, in the Contract Sum. 
j. Contractor's certification that proposed substitution complies with requirements in 

the Contract Documents and is appropriate for applications indicated. 
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k. Contractor's waiver of rights to additional payment or time that may subsequently 
become necessary because of failure of proposed substitution to produce indicated 
results. 

3. Architect's Action:  If necessary, Architect will request additional information or 
documentation for evaluation within one week of receipt of a request for substitution.  
Architect will notify Contractor of acceptance or rejection of proposed substitution within 
15 days of receipt of request, or 7 days of receipt of additional information or 
documentation, whichever is later. 

a. Form of Acceptance:  Change Order. 
b. Use product specified if Architect cannot make a decision on use of a proposed 

substitution within time allocated. 

1.5 PRODUCT DELIVERY, STORAGE, AND HANDLING 

A. Deliver, store, and handle products using means and methods that will prevent damage, 
deterioration, and loss, including theft.  Comply with manufacturer's written instructions. 

1. Schedule delivery to minimize long-term storage at Project site and to prevent 
overcrowding of construction spaces. 

2. Coordinate delivery with installation time to ensure minimum holding time for items that 
are flammable, hazardous, easily damaged, or sensitive to deterioration, theft, and other 
losses. 

3. Deliver products to Project site in an undamaged condition in manufacturer's original 
sealed container or other packaging system, complete with labels and instructions for 
handling, storing, unpacking, protecting, and installing. 

4. Inspect products on delivery to ensure compliance with the Contract Documents and to 
ensure that products are undamaged and properly protected. 

5. Store products to allow for inspection and measurement of quantity or counting of units. 
6. Store materials in a manner that will not endanger Project structure. 
7. Store products that are subject to damage by the elements, under cover in a weathertight 

enclosure above ground, with ventilation adequate to prevent condensation. 
8. Comply with product manufacturer's written instructions for temperature, humidity, 

ventilation, and weather-protection requirements for storage. 
9. Protect stored products from damage. 

B. Storage:  Provide a secure location and enclosure at Project site for storage of materials and 
equipment.  Coordinate location with Owner. 

1.6 PRODUCT WARRANTIES 

A. Warranties specified in other Sections shall be in addition to, and run concurrent with, other 
warranties required by the Contract Documents.  Manufacturer's disclaimers and limitations on 
product warranties do not relieve Contractor of obligations under requirements of the Contract 
Documents. 
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B. Special Warranties:  Prepare a written document that contains appropriate terms and 
identification, ready for execution.  Submit a draft for approval before final execution. 

1. Manufacturer's Standard Form:  Modified to include Project-specific information and 
properly executed. 

2. Refer to Divisions 2 through 16 Sections for specific content requirements and particular 
requirements for submitting special warranties. 

C. Submittal Time:  Comply with requirements in Division 1 Section "Closeout Procedures." 

PART 2 - PRODUCTS 

2.1 PRODUCT OPTIONS 

A. General Product Requirements:  Provide products that comply with the Contract Documents, 
that are undamaged, and unless otherwise indicated, that are new at time of installation. 

1. Provide products complete with accessories, trim, finish, fasteners, and other items 
needed for a complete installation and indicated use and effect. 

2. Standard Products:  If available, and unless custom products or nonstandard options are 
specified, provide standard products of types that have been produced and used 
successfully in similar situations on other projects. 

3. Owner reserves the right to limit selection to products with warranties not in conflict with 
requirements of the Contract Documents. 

4. Where products are accompanied by the term "as selected," Architect will make 
selection. 

5. Where products are accompanied by the term "match sample," sample to be matched is 
Architect's. 

2.2 PRODUCT SUBSTITUTIONS 

A. Timing:  Architect will consider requests for substitution if received within 60 days after 
commencement of the Work.  Requests received after that time may be considered or rejected at 
discretion of Architect. 

B. Conditions:  Architect will consider Contractor's request for substitution when the following 
conditions are satisfied.  If the following conditions are not satisfied, Architect will return 
requests without action, except to record noncompliance with these requirements: 

1. Requested substitution offers Owner a substantial advantage in cost, time, energy 
conservation, or other considerations, after deducting additional responsibilities Owner 
must assume.  Owner's additional responsibilities may include compensation to Architect 
for redesign and evaluation services, increased cost of other construction by Owner, and 
similar considerations. 

2. Requested substitution does not require extensive revisions to the Contract Documents. 
3. Requested substitution is consistent with the Contract Documents and will produce 

indicated results. 
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4. Substitution request is fully documented and properly submitted. 
5. Requested substitution will not adversely affect Contractor's Construction Schedule. 
6. Requested substitution has received necessary approvals of authorities having 

jurisdiction. 
7. Requested substitution is compatible with other portions of the Work. 
8. Requested substitution has been coordinated with other portions of the Work. 
9. Requested substitution provides specified warranty. 
10. If requested substitution involves more than one contractor, requested substitution has 

been coordinated with other portions of the Work, is uniform and consistent, is 
compatible with other products, and is acceptable to all contractors involved. 

PART 3 - EXECUTION (Not Used) 

END OF SECTION 01600 
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SECTION 01700 - EXECUTION REQUIREMENTS 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and Supplementary 
Conditions and other Division 1 Specification Sections, apply to this Section. 

1.2 SUMMARY 

A. This Section includes general procedural requirements governing execution of the Work 
including, but not limited to, the following: 

1. Construction layout. 
2. General installation of products. 
3. Progress cleaning. 
4. Starting and adjusting. 
5. Protection of installed construction. 
6. Correction of the Work. 

B. Related Sections include the following: 

 
1. Division 1 Section "Submittal Procedures" for submitting surveys. 
2. Division 1 Section "Cutting and Patching" for procedural requirements for cutting and 

patching necessary for the installation or performance of other components of the Work. 
3. Division 1 Section "Closeout Procedures" for submitting final property survey with 

Project Record Documents, recording of Owner-accepted deviations from indicated lines 
and levels, and final cleaning. 

1.3 SUBMITTALS 

A. Landfill Receipts:  Submit copy of receipts issued by a landfill facility, licensed to accept 
hazardous materials, for hazardous waste disposal. 

PART 2 - PRODUCTS (Not Used) 

PART 3 - EXECUTION 

3.1 EXAMINATION 
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A. Existing Utilities:  The existence and location of underground and other utilities and 
construction indicated as existing are not guaranteed.  Before beginning sitework, investigate 
and verify the existence and location of underground utilities and other construction affecting 
the Work. 

1. Before construction, verify the location and invert elevation at points of connection of 
sanitary sewer, storm sewer, and water-service piping; and underground electrical 
services. 

2. Furnish location data for work related to Project that must be performed by public 
utilities serving Project site. 

B. Acceptance of Conditions:  Examine substrates, areas, and conditions, with Installer or 
Applicator present where indicated, for compliance with requirements for installation tolerances 
and other conditions affecting performance.  Record observations. 

1. Verify compatibility with and suitability of substrates, including compatibility with 
existing finishes or primers. 

2. Examine roughing-in for mechanical and electrical systems to verify actual locations of 
connections before equipment and fixture installation. 

3. Examine walls, floors, and roofs for suitable conditions where products and systems are 
to be installed. 

4. Proceed with installation only after unsatisfactory conditions have been corrected.  
Proceeding with the Work indicates acceptance of surfaces and conditions. 

3.2 PREPARATION 

A. Field Measurements:  Take field measurements as required to fit the Work properly.  Recheck 
measurements before installing each product.  Where portions of the Work are indicated to fit to 
other construction, verify dimensions of other construction by field measurements before 
fabrication.  Coordinate fabrication schedule with construction progress to avoid delaying the 
Work. 

B. Space Requirements:  Verify space requirements and dimensions of items shown 
diagrammatically on Drawings. 

C. Review of Contract Documents and Field Conditions:  Immediately on discovery of the need for 
clarification of the Contract Documents, submit a request for information to Architect.  Include 
a detailed description of problem encountered, together with recommendations for changing the 
Contract Documents. 

3.3 CONSTRUCTION LAYOUT 

A. Verification:  Before proceeding to lay out the Work, verify layout information shown on 
Drawings.  If discrepancies are discovered, notify Architect promptly. 
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3.4 INSTALLATION 

A. General:  Locate the Work and components of the Work accurately, in correct alignment and 
elevation, as indicated. 

1. Make vertical work plumb and make horizontal work level. 
2. Where space is limited, install components to maximize space available for maintenance 

and ease of removal for replacement. 
3. Conceal pipes, ducts, and wiring in finished areas, unless otherwise indicated. 
4. Maintain minimum headroom clearance of 8 feet in spaces without a suspended ceiling. 

B. Comply with manufacturer's written instructions and recommendations for installing products in 
applications indicated. 

C. Install products at the time and under conditions that will ensure the best possible results.  
Maintain conditions required for product performance until Substantial Completion. 

D. Conduct construction operations so no part of the Work is subjected to damaging operations or 
loading in excess of that expected during normal conditions of occupancy. 

E. Tools and Equipment:  Do not use tools or equipment that produce harmful noise levels. 

F. Anchors and Fasteners:  Provide anchors and fasteners as required to anchor each component 
securely in place, accurately located and aligned with other portions of the Work. 

1. Mounting Heights:  Where mounting heights are not indicated, mount components at 
heights directed by Architect. 

2. Allow for building movement, including thermal expansion and contraction. 

G. Joints:  Make joints of uniform width.  Where joint locations in exposed work are not indicated, 
arrange joints for the best visual effect.  Fit exposed connections together to form hairline joints. 

H. Hazardous Materials:  Use products, cleaners, and installation materials that are not considered 
hazardous. 

3.5 OWNER-INSTALLED PRODUCTS 

A. Site Access:  Provide access to Project site for Owner’s construction forces. 

3.6 PROGRESS CLEANING 

A. General:  Clean Project site and work areas daily, including common areas.  Coordinate 
progress cleaning for joint-use areas where more than one installer has worked.  Enforce 
requirements strictly.  Dispose of materials lawfully. 

1. Comply with requirements in NFPA 241 for removal of combustible waste materials and 
debris. 
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2. Do not hold materials more than 7 days during normal weather or 3 days if the 
temperature is expected to rise above 80 deg F. 

3. Containerize hazardous and unsanitary waste materials separately from other waste.  
Mark containers appropriately and dispose of legally, according to regulations. 

B. Site:  Maintain Project site free of waste materials and debris. 

C. Work Areas:  Clean areas where work is in progress to the level of cleanliness necessary for 
proper execution of the Work. 

1. Remove liquid spills promptly. 
2. Where dust would impair proper execution of the Work, broom-clean or vacuum the 

entire work area, as appropriate. 

D. Installed Work:  Keep installed work clean.  Clean installed surfaces according to written 
instructions of manufacturer or fabricator of product installed, using only cleaning materials 
specifically recommended.  If specific cleaning materials are not recommended, use cleaning 
materials that are not hazardous to health or property and that will not damage exposed surfaces. 

E. Concealed Spaces:  Remove debris from concealed spaces before enclosing the space. 

F. Exposed Surfaces in Finished Areas:  Clean exposed surfaces and protect as necessary to ensure 
freedom from damage and deterioration at time of Substantial Completion. 

G. Cutting and Patching:  Clean areas and spaces where cutting and patching are performed.  
Completely remove paint, mortar, oils, putty, and similar materials. 

1. Thoroughly clean piping, conduit, and similar features before applying paint or other 
finishing materials.  Restore damaged pipe covering to its original condition. 

H. Waste Disposal:  Burying or burning waste materials on-site will not be permitted.  Washing 
waste materials down sewers or into waterways will not be permitted. 

I. During handling and installation, clean and protect construction in progress and adjoining 
materials already in place.  Apply protective covering where required to ensure protection from 
damage or deterioration at Substantial Completion. 

J. Clean and provide maintenance on completed construction as frequently as necessary through 
the remainder of the construction period.  Adjust and lubricate operable components to ensure 
operability without damaging effects. 

K. Limiting Exposures:  Supervise construction operations to assure that no part of the 
construction, completed or in progress, is subject to harmful, dangerous, damaging, or otherwise 
deleterious exposure during the construction period. 
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3.7 STARTING AND ADJUSTING 

A. Start equipment and operating components to confirm proper operation.  Remove 
malfunctioning units, replace with new units, and retest. 

B. Adjust operating components for proper operation without binding.  Adjust equipment for 
proper operation. 

C. Test each piece of equipment to verify proper operation.  Test and adjust controls and safeties.  
Replace damaged and malfunctioning controls and equipment. 

D. Manufacturer's Field Service:  If a factory-authorized service representative is required to 
inspect field-assembled components and equipment installation, comply with qualification 
requirements in Division 1 Section "Quality Requirements." 

3.8 PROTECTION OF INSTALLED CONSTRUCTION 

A. Provide final protection and maintain conditions that ensure installed Work is without damage 
or deterioration at time of Substantial Completion. 

B. Comply with manufacturer's written instructions for temperature and relative humidity. 

3.9 CORRECTION OF THE WORK 

A. Repair or remove and replace defective construction.  Restore damaged substrates and finishes.  
Comply with requirements in Division 1 Section "Cutting and Patching." 

1. Repairing includes replacing defective parts, refinishing damaged surfaces, touching up 
with matching materials, and properly adjusting operating equipment. 

B. Restore permanent facilities used during construction to their specified condition. 

C. Remove and replace damaged surfaces that are exposed to view if surfaces cannot be repaired 
without visible evidence of repair. 

D. Repair components that do not operate properly.  Remove and replace operating components 
that cannot be repaired. 

E. Remove and replace chipped, scratched, and broken glass or reflective surfaces. 

END OF SECTION 01700 
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SECTION 01731 - CUTTING AND PATCHING 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and Supplementary 
Conditions and other Division 1 Specification Sections, apply to this Section. 

1.2 SUMMARY 

A. This Section includes procedural requirements for cutting and patching. 

1.3 DEFINITIONS 

A. Cutting:  Removal of existing construction necessary to permit installation or performance of 
other Work. 

B. Patching:  Fitting and repair work required to restore surfaces to original conditions after 
installation of other Work. 

1.4 QUALITY ASSURANCE 

A. Structural Elements:  Do not cut and patch structural elements in a manner that could change 
their load-carrying capacity or load-deflection ratio. 

B. Miscellaneous Elements:  Do not cut and patch the following elements or related components in 
a manner that could change their load-carrying capacity, that results in reducing their capacity 
to perform as intended, or that results in increased maintenance or decreased operational life or 
safety. 

1. Water, moisture, or vapor barriers. 
2. Membranes and flashings. 
3. Equipment supports. 
4. Piping, ductwork, vessels, and equipment. 
5. Noise- and vibration-control elements and systems. 

C. Visual Requirements:  Do not cut and patch construction in a manner that results in visual 
evidence of cutting and patching.  Do not cut and patch construction exposed on the exterior or 
in occupied spaces in a manner that would, in Architect's opinion, reduce the building's 
aesthetic qualities.  Remove and replace construction that has been cut and patched in a visually 
unsatisfactory manner. 
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PART 2 - PRODUCTS 

2.1 MATERIALS 

A. General:  Comply with requirements specified in other Sections of these Specifications. 

PART 3 - EXECUTION 

3.1 EXAMINATION 

A. Examine surfaces to be cut and patched and conditions under which cutting and patching are to 
be performed. 

1. Compatibility:  Before patching, verify compatibility with and suitability of substrates, 
including compatibility with existing finishes or primers. 

2. Proceed with installation only after unsafe or unsatisfactory conditions have been 
corrected. 

3.2 PREPARATION 

A. Temporary Support:  Provide temporary support of Work to be cut. 

B. Protection:  Protect existing construction during cutting and patching to prevent damage.  
Provide protection from adverse weather conditions for portions of Project that might be 
exposed during cutting and patching operations. 

C. Adjoining Areas:  Avoid interference with use of adjoining areas or interruption of free passage 
to adjoining areas. 

3.3 PERFORMANCE 

A. General:  Employ skilled workers to perform cutting and patching.  Proceed with cutting and 
patching at the earliest feasible time, and complete without delay. 

1. Cut existing construction to provide for installation of other components or performance 
of other construction, and subsequently patch as required to restore surfaces to their 
original condition. 

B. Cutting:  Cut existing construction by sawing, drilling, breaking, chipping, grinding, and similar 
operations, including excavation, using methods least likely to damage elements retained or 
adjoining construction.  If possible, review proposed procedures with original Installer; comply 
with original Installer's written recommendations. 
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1. In general, use hand or small power tools designed for sawing and grinding, not 
hammering and chopping.  Cut holes and slots as small as possible, neatly to size 
required, and with minimum disturbance of adjacent surfaces.  Temporarily cover 
openings when not in use. 

2. Existing Finished Surfaces:  Cut or drill from the exposed or finished side into concealed 
surfaces. 

3. Concrete/Masonry:  Cut using a cutting machine, such as an abrasive saw or a diamond-
core drill. 

4. Excavating and Backfilling:  Comply with requirements in applicable Division 2 Sections 
where required by cutting and patching operations. 

5. Proceed with patching after construction operations requiring cutting are complete. 

C. Patching:  Patch construction by filling, repairing, refinishing, closing up, and similar operations 
following performance of other Work.  Patch with durable seams that are as invisible as 
possible.  Provide materials and comply with installation requirements specified in other 
Sections of these Specifications. 

1. Inspection:  Where feasible, test and inspect patched areas after completion to 
demonstrate integrity of installation. 

2. Exposed Finishes:  Restore exposed finishes of patched areas and extend finish 
restoration into retained adjoining construction in a manner that will eliminate evidence 
of patching and refinishing. 

3. Exterior Building Enclosure:  Patch components in a manner that restores enclosure to a 
weathertight condition. 

END OF SECTION 01731 
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SECTION 01770 - CLOSEOUT PROCEDURES 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and Supplementary 
Conditions and other Division 1 Specification Sections, apply to this Section. 

1.2 SUMMARY 

A. This Section includes administrative and procedural requirements for contract closeout, 
including, but not limited to, the following: 

1. Inspection procedures. 
2. Operation and maintenance manuals. 
3. Warranties. 
4. Final cleaning. 

B. Related Sections include the following: 

1. Division 1 Section "Payment Procedures" for requirements for Applications for Payment 
for Substantial and Final Completion. 

2. Division 1 Section "Execution Requirements" for progress cleaning of Project site. 

1.3 SUBSTANTIAL COMPLETION 

A. Preliminary Procedures:  Before requesting inspection for determining date of Substantial 
Completion, complete the following.  List items below that are incomplete in request. 

1. Prepare a list of items to be completed and corrected (punch list), the value of items on 
the list, and reasons why the Work is not complete. 

2. Advise Owner of pending insurance changeover requirements. 
3. Submit specific warranties, workmanship bonds, maintenance service agreements, final 

certifications, and similar documents. 
4. Obtain and submit releases permitting Owner unrestricted use of the Work and access to 

services and utilities.  Include occupancy permits, operating certificates, and similar 
releases. 

5. Deliver tools, spare parts, extra materials, and similar items to location designated by 
Owner.  Label with manufacturer's name and model number where applicable. 

6. Make final changeover of permanent locks and deliver keys to Owner.  Advise Owner's 
personnel of changeover in security provisions. 

7. Complete startup testing of systems. 
8. Submit test/adjust/balance records. 
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9. Terminate and remove temporary facilities from Project site, along with construction 
tools, and similar elements. 

10. Advise Owner of changeover in heat and other utilities. 
11. Submit changeover information related to Owner's occupancy, use, operation, and 

maintenance. 
12. Complete final cleaning requirements, including touchup painting. 
13. Touch up and otherwise repair and restore marred exposed finishes to eliminate visual 

defects. 

B. Inspection:  Submit a written request for inspection for Substantial Completion.  On receipt of 
request, Architect will either proceed with inspection or notify Contractor of unfulfilled 
requirements.  Architect will prepare the Certificate of Substantial Completion after inspection 
or will notify Contractor of items, either on Contractor's list or additional items identified by 
Architect that must be completed or corrected before certificate will be issued. 

1. Reinspection:  Request reinspection when the Work identified in previous inspections as 
incomplete is completed or corrected.  Expenses incurred for more than one reinspection 
will be the responsibility of the Contractor. 

2. Results of completed inspection will form the basis of requirements for Final 
Completion. 

       
       C.   Certificate of Occupancy:  Contractor is responsible for obtaining a Certificate of Occupancy. 

1.4 FINAL COMPLETION 

A. Preliminary Procedures:  Before requesting final inspection for determining date of Final 
Completion, complete the following: 

1. Submit a final Application for Payment according to Division 1 Section "Payment 
Procedures." 

2. Submit certified copy of Architect's Substantial Completion inspection list of items to be 
completed or corrected (punch list), endorsed and dated by Architect.  The certified copy 
of the list shall state that each item has been completed or otherwise resolved for 
acceptance. 

3. Submit evidence of final, continuing insurance coverage complying with insurance 
requirements. 

4. Instruct Owner's personnel in operation, adjustment, and maintenance of products, 
equipment, and systems. 

B. Inspection:  Submit a written request for final inspection for acceptance.  On receipt of request, 
Architect will either proceed with inspection or notify Contractor of unfulfilled requirements.  
Architect will prepare a final Certificate for Payment after inspection or will notify Contractor 
of construction that must be completed or corrected before certificate will be issued. 

1. Reinspection:  Request reinspection when the Work identified in previous inspections as 
incomplete is completed or corrected.  Expenses incurred by the Architect for more than 
one reinspection will be the responsibility of the Contractor. 
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1.5 LIST OF INCOMPLETE ITEMS (PUNCH LIST) 

A. Preparation:  Submit one copy of list.  Include name and identification of each space and area 
affected by construction operations for incomplete items and items needing correction 
including, if necessary, areas disturbed by Contractor that are outside the limits of construction. 

1. Organize list of spaces in sequential order, starting with the site first, then to the exterior 
building shell areas, and proceeding into the building. 

2. Organize items applying to each space by major element, including categories for ceiling, 
individual walls, floors, equipment, and building systems. 

3. Include the following information at the top of each page: 

a. Project name. 
b. Date. 
c. Name of Architect. 
d. Name of Contractor. 
e. Page number. 

1.6 OPERATION AND MAINTENANCE MANUALS 

A. Assemble a complete set of operation and maintenance data indicating the operation and 
maintenance of each system, subsystem, and piece of equipment not part of a system.  Include 
operation and maintenance data required in individual Specification Sections and as follows: 

1. Operation Data: 

a. Emergency instructions and procedures. 
b. System, subsystem, and equipment descriptions, including operating standards. 
c. Operating procedures, including startup, shutdown, seasonal, and weekend 

operations. 
d. Description of controls and sequence of operations. 
e. Piping diagrams. 

2. Maintenance Data: 

a. Manufacturer's information, including list of spare parts. 
b. Name, address, and telephone number of Installer or supplier. 
c. Maintenance procedures. 
d. Maintenance and service schedules for preventive and routine maintenance. 
e. Maintenance record forms. 
f. Sources of spare parts and maintenance materials. 
g. Copies of maintenance service agreements. 
h. Copies of warranties and bonds. 

B. Organize operation and maintenance manuals into suitable sets of manageable size.  Bind and 
index data in heavy-duty, 3-ring, vinyl-covered, loose-leaf binders, in thickness necessary to 
accommodate contents, with pocket inside the covers to receive folded oversized sheets.  
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Identify each binder on front and spine with the printed title "OPERATION AND 
MAINTENANCE MANUAL," Project name, and subject matter of contents. 

1.7 WARRANTIES 

A. Submittal Time:  Submit written warranties on request of Architect for designated portions of 
the Work where commencement of warranties other than date of Substantial Completion is 
indicated. 

B. Organize warranty documents into an orderly sequence based on the table of contents of the 
Project Manual. 

1. Bind warranties and bonds in heavy-duty, 3-ring, vinyl-covered, loose-leaf binders, 
thickness as necessary to accommodate contents, and sized to receive 8-1/2-by-11-inch 
paper. 

2. Provide heavy paper dividers with plastic-covered tabs for each separate warranty.  Mark 
tab to identify the product or installation.  Provide a typed description of the product or 
installation, including the name of the product and the name, address, and telephone 
number of Installer. 

3. Identify each binder on the front and spine with the typed or printed title 
"WARRANTIES," Project name, and name of Contractor. 

PART 2 - PRODUCTS 

2.1 MATERIALS 

A. Cleaning Agents:  Use cleaning materials and agents recommended by manufacturer or 
fabricator of the surface to be cleaned.  Do not use cleaning agents that are potentially 
hazardous to health or property or that might damage finished surfaces. 

PART 3 - EXECUTION 

3.1 FINAL CLEANING 

A. General:  Provide final cleaning.  Conduct cleaning and waste-removal operations to comply 
with local laws and ordinances and Federal and local environmental and antipollution 
regulations. 

B. Cleaning:  Employ experienced workers for final cleaning. 

1. Complete the following cleaning operations before requesting inspection for certification 
of Final Completion for entire Project: 
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a. Clean Project site, yard, and grounds, in areas disturbed by construction activities, 
including landscape development areas, of rubbish, waste material, litter, and other 
foreign substances. 

b. Sweep paved areas broom clean.  Remove petrochemical spills, stains, and other 
foreign deposits. 

c. Rake grounds that are neither planted nor paved to a smooth, even-textured 
surface. 

d. Remove tools, construction equipment, machinery, and surplus material from 
Project site. 

e. Remove snow and ice to provide safe access to building. 
f. Clean exposed exterior and interior hard-surfaced finishes to a dirt-free condition, 

free of stains, films, and similar foreign substances.  Avoid disturbing natural 
weathering of exterior surfaces.  Restore reflective surfaces to their original 
condition. 

g. Remove debris and surface dust from limited access spaces, including roofs, 
plenums, shafts, trenches, equipment vaults, manholes, attics, and similar spaces. 

h. Sweep concrete floors broom clean in unoccupied spaces. 
i. Vacuum carpet and similar soft surfaces, removing debris and excess nap. 
j. Clean transparent materials, including mirrors and glass in doors and windows.  

Remove glazing compounds and other noticeable, vision-obscuring materials.  
Replace chipped or broken glass and other damaged transparent materials. 

k. Remove labels that are not permanent. 
l. Touch up and otherwise repair and restore marred, exposed finishes and surfaces.  

Replace finishes and surfaces that cannot be satisfactorily repaired or restored or 
that already show evidence of repair or restoration. 

1) Do not paint over "UL" and similar labels, including mechanical and 
electrical nameplates. 

m. Wipe surfaces of mechanical and electrical equipment, and similar equipment.  
Remove excess lubrication, paint and mortar droppings, and other foreign 
substances. 

n. Replace parts subject to unusual operating conditions. 
o. Clean plumbing fixtures to a sanitary condition, free of stains, including stains 

resulting from water exposure. 
p. Replace disposable air filters and clean permanent air filters.  Clean exposed 

surfaces of diffusers, registers, and grills. 
q. Clean light fixtures, lamps, globes, and reflectors to function with full efficiency.  

Replace burned-out bulbs, and those noticeably dimmed by hours of use, and 
defective and noisy starters in fluorescent and mercury vapor fixtures to comply 
with requirements for new fixtures. 

C. Comply with safety standards for cleaning.  Do not bury debris or excess materials on Owner's 
property.  Do not discharge volatile, harmful, or dangerous materials into drainage systems.  
Remove waste materials from Project site and dispose of lawfully. 

END OF SECTION 01770 



THE KENNEDY CENTER  Furnace Replacement & Fire Protection 
Faust Hall  Proj. #08009 
803 Clinton Avenue 
Bridgeport, CT 
 

OPERATION AND MAINTENANCE DATA 18 January 2008 01782 - 1 

SECTION 01782 - OPERATION AND MAINTENANCE DATA 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and Supplementary 
Conditions and other Division 1 Specification Sections, apply to this Section. 

1.2 SUMMARY 

A. This Section includes administrative and procedural requirements for preparing operation and 
maintenance manuals, including the following: 
 
1. Operation manuals for systems, subsystems, and equipment. 
2. Maintenance manuals for the care and maintenance of systems and equipment. 

B. Related Sections include the following: 
 
1. Division 1 Section "Submittal Procedures" for submitting copies of submittals for 

operation and maintenance manuals. 
2. Division 1 Section "Closeout Procedures" for submitting operation and maintenance 

manuals. 

1.3 DEFINITIONS 

A. System:  An organized collection of parts, equipment, or subsystems united by regular 
interaction. 

B. Subsystem:  A portion of a system with characteristics similar to a system. 

1.4 SUBMITTALS 

A. Final Submittal:  Submit one of each manual in final form at least 15 days before final 
inspection.  Architect will return copy with comments within 15 days after final inspection. 

1. Correct or modify each manual to comply with Architect's comments.  Submit 3 copies of 
each corrected manual within 15 days of receipt of Architect's comments. 



THE KENNEDY CENTER  Furnace Replacement & Fire Protection 
Faust Hall  Proj. #08009 
803 Clinton Avenue 
Bridgeport, CT 
 

OPERATION AND MAINTENANCE DATA 18 January 2008 01782 - 2 

1.5 COORDINATION 

A. Where operation and maintenance documentation includes information on installations by more 
than one factory-authorized service representative, assemble and coordinate information 
furnished by representatives and prepare manuals. 

PART 2 - PRODUCTS 

2.1 MANUALS, GENERAL 

A. Organization:  Unless otherwise indicated, organize each manual into a separate section for each 
system and subsystem, and a separate section for each piece of equipment not part of a system.  
Each manual shall contain the following materials, in the order listed: 

1. Title page. 
2. Table of contents. 
3. Manual contents. 

B. Title Page:  Enclose title page in transparent plastic sleeve.  Include the following information: 

1. Subject matter included in manual. 
2. Name and address of Project. 
3. Name and address of Owner. 
4. Date of submittal. 
5. Name, address, and telephone number of Contractor. 
6. Name and address of Architect. 
7. Cross-reference to related systems in other operation and maintenance manuals. 

C. Table of Contents:  List each product included in manual, identified by product name, indexed 
to the content of the volume, and cross-referenced to Specification Section number in Project 
Manual. 

1. If operation or maintenance documentation requires more than one volume to 
accommodate data, include comprehensive table of contents for all volumes in each 
volume of the set. 

D. Manual Contents:  Organize into sets of manageable size.  Arrange contents alphabetically by 
system, subsystem, and equipment.  If possible, assemble instructions for subsystems, 
equipment, and components of one system into a single binder. 

1. Binders:  Heavy-duty, 3-ring, vinyl-covered, loose-leaf binders, in thickness necessary to 
accommodate contents, sized to hold 8-1/2-by-11-inch (215-by-280-mm) paper; with 
clear plastic sleeve on spine to hold label describing contents and with pockets inside 
covers to hold folded oversize sheets. 

a. If two or more binders are necessary to accommodate data of a system, organize 
data in each binder into groupings by subsystem and related components.  Cross-
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reference other binders if necessary to provide essential information for proper 
operation or maintenance of equipment or system. 

b. Identify each binder on front and spine, with printed title "OPERATION AND 
MAINTENANCE MANUAL," Project title or name, and subject matter of 
contents.  Indicate volume number for multiple-volume sets. 

2. Dividers:  Heavy-paper dividers with plastic-covered tabs for each section.  Mark each 
tab to indicate contents.  Include typed list of products and major components of 
equipment included in the section on each divider, cross-referenced to Specification 
Section number and title of Project Manual. 

3. Protective Plastic Sleeves:  Transparent plastic sleeves designed to enclose diagnostic 
software diskettes for computerized electronic equipment. 

4. Supplementary Text:  Prepared on 8-1/2-by-11-inch (215-by-280-mm) white bond paper. 
5. Drawings:  Attach reinforced, punched binder tabs on drawings and bind with text. 

a. If oversize drawings are necessary, fold drawings to same size as text pages and 
use as foldouts. 

b. If drawings are too large to be used as foldouts, fold and place drawings in labeled 
envelopes and bind envelopes in rear of manual.  At appropriate locations in 
manual, insert typewritten pages indicating drawing titles, descriptions of contents, 
and drawing locations. 

2.2 OPERATION MANUALS 

A. Content:  In addition to requirements in this Section, include operation data required in 
individual Specification Sections and the following information: 

1. System, subsystem, and equipment descriptions. 
2. Operating standards. 
3. Operating procedures. 
4. Operating logs. 
5. Wiring diagrams. 
6. Control diagrams. 
7. Piped system diagrams. 
8. Precautions against improper use. 
9. License requirements including inspection and renewal dates. 

B. Descriptions:  Include the following: 

1. Product name and model number. 
2. Manufacturer's name. 
3. Equipment identification with serial number of each component. 
4. Equipment function. 
5. Operating characteristics. 
6. Limiting conditions. 
7. Performance curves. 
8. Engineering data and tests. 
9. Complete nomenclature and number of replacement parts. 
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C. Operating Procedures:  Include the following, as applicable: 

1. Startup procedures. 
2. Equipment or system break-in procedures. 
3. Routine and normal operating instructions. 
4. Regulation and control procedures. 
5. Instructions on stopping. 
6. Normal shutdown instructions. 
7. Seasonal and weekend operating instructions. 
8. Required sequences for electric or electronic systems. 
9. Special operating instructions and procedures. 

D. Systems and Equipment Controls:  Describe the sequence of operation, and diagram controls as 
installed. 

E. Piped Systems:  Diagram piping as installed, and identify color-coding where required for 
identification. 

2.3 SYSTEMS AND EQUIPMENT MAINTENANCE MANUAL 

A. Content:  For each system, subsystem, and piece of equipment not part of a system, include 
source information, manufacturers' maintenance documentation, maintenance procedures, 
maintenance and service schedules, spare parts list and source information, maintenance service 
contracts, and warranty and bond information, as described below. 

B. Source Information:  List each system, subsystem, and piece of equipment included in manual, 
identified by product name and arranged to match manual's table of contents.  For each product, 
list name, address, and telephone number of Installer or supplier and maintenance service agent, 
and cross-reference Specification Section number and title in Project Manual. 

C. Manufacturers' Maintenance Documentation:  Manufacturers' maintenance documentation 
including the following information for each component part or piece of equipment: 

1. Standard printed maintenance instructions and bulletins. 
2. Drawings, diagrams, and instructions required for maintenance, including disassembly 

and component removal, replacement, and assembly. 
3. Identification and nomenclature of parts and components. 
4. List of items recommended to be stocked as spare parts. 

D. Maintenance Procedures:  Include the following information and items that detail essential 
maintenance procedures: 

1. Test and inspection instructions. 
2. Troubleshooting guide. 
3. Precautions against improper maintenance. 
4. Disassembly; component removal, repair, and replacement; and reassembly instructions. 
5. Aligning, adjusting, and checking instructions. 
6. Demonstration and training videotape, if available. 
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E. Maintenance and Service Schedules:  Include service and lubrication requirements, list of 
required lubricants for equipment, and separate schedules for preventive and routine 
maintenance and service with standard time allotment. 

1. Scheduled Maintenance and Service:  Tabulate actions for daily, weekly, monthly, 
quarterly, semiannual, and annual frequencies. 

2. Maintenance and Service Record:  Include manufacturers' forms for recording 
maintenance. 

F. Spare Parts List and Source Information:  Include lists of replacement and repair parts, with 
parts identified and cross-referenced to manufacturers' maintenance documentation and local 
sources of maintenance materials and related services. 

G. Maintenance Service Contracts:  Include copies of maintenance agreements with name and 
telephone number of service agent. 

H. Warranties and Bonds:  Include copies of warranties and bonds and lists of circumstances and 
conditions that would affect validity of warranties or bonds. 

1. Include procedures to follow and required notifications for warranty claims. 

PART 3 - EXECUTION 

3.1 MANUAL PREPARATION 

A. Operation and Maintenance Manuals:  Assemble a complete set of operation and maintenance 
data indicating operation and maintenance of each system, subsystem, and piece of equipment 
not part of a system. 

1. Engage a factory-authorized service representative to assemble and prepare information 
for each system, subsystem, and piece of equipment not part of a system. 

2. Prepare a separate manual for each system and subsystem, in the form of an instructional 
manual for use by Owner's operating personnel. 

B. Manufacturers' Data:  Where manuals contain manufacturers' standard printed data, include 
only sheets pertinent to product or component installed.  Mark each sheet to identify each 
product or component incorporated into the Work.  If data include more than one item in a 
tabular format, identify each item using appropriate references from the Contract Documents.  
Identify data applicable to the Work and delete references to information not applicable. 

1. Prepare supplementary text if manufacturers' standard printed data are not available and 
where the information is necessary for proper operation and maintenance of equipment or 
systems. 

C. Drawings:  Prepare drawings supplementing manufacturers' printed data to illustrate the 
relationship of component parts of equipment and systems and to illustrate control sequence and 
flow diagrams.   
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D. Comply with Division 1 Section "Closeout Procedures" for schedule for submitting operation 
and maintenance documentation. 

END OF SECTION 01782 
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