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1.1 | Program Introduction 
 

The Oakland Unified School District (OUSD) management team is committed to capturing, documenting, 
and improving the processes and procedures of the Facilities Department. This procedures manual is the 
tool that will define, diagram, and describe the necessary procedures to complete projects at OUSD. 
Hundreds of projects have been completed over the last several years, but improvements in the project 
delivery system will allow projects to be completed with less attention to the management of the 
system and more attention to the management of each project; therefore, capturing and improving the 
processes and procedures will remove many barriers to optimizing OUSD Bond Team performance. 

This Procedures Manual is a repository for the OUSD management team's best practices (working in 
conjunction with various OUSD departments and staff members). The District's Board and 
Administration endorse and support these procedures, which are carefully crafted with efficiency, 
clarity, and decisiveness in mind. Once a procedure is issued, it establishes the direction the team is 
expected to follow.  

The procedures are thoroughly researched, developed, and tested while also intended to be adaptable 
to the changing circumstances affecting the Facilities Department. After the procedures are published, 
the OUSD management team will continue to improve these procedures as needed. Comments from the 
team and others are encouraged, and each comment and suggestion will be evaluated for merit and 
appropriateness.  

The Procedure Manual is divided into seven sections, including procedures, process flow diagrams, and 
sample forms. The steps required for processing an individual document are outlined in this manual. 
Project team members should refer to this document for effective and efficient means of accomplishing 
a task within the governing rules and laws. Once a procedure is developed and added to this manual, it 
must be followed. The OUSD management team looks forward to developing, utilizing, and evolving this 
Procedures Manual and the streamlined yet comprehensive project management that it will yield. 
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1.2 | School Year Calendar 
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1.3 | Facilities Planning and Management Organizational Chart  
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1.4 | Facilities Department Directory 
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1.5 | Measure J and Measure Y Bond Project List 
 

Measure J Bond Project List and Spending Plan.  

See link to Board of Education Agenda meeting on January 27, 2021: 

https://ousd.legistar.com/LegislationDetail.aspx?ID=4741146&GUID=0C6DC13F-6E30-4C7F-A9E0-0F452F782DE1&Options=&Search= 
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See link to Board of Education Agenda meeting on April 14, 2021: 
https://ousd.legistar.com/LegislationDetail.aspx?ID=4854174&GUID=A0083024-DFB5-4D07-
B42F-AA91C14E4BB4&Options=&Search= 
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1.6 | Local Agency Contacts 
 

DSA Headquarter Phone Roster: 

Name Phone Role 
Ida Clair (916) 322-2490 State Architect 
Susanna Medina 916-445-9290 Performance Metrics & Certification 

Outreach Supervisor 
Laurel Brode (916) 324-7180 Special Projects (Supervisor) 
Dessa Rooney (510) 622-3109 Oakland Regional Manager 
Darrell Fusselman (510) 622-5633 Business Services (Supervisor) 
Dan Chu (510) 622-3126 Project Services (Supervisor) 
Susan Pae (510) 622-1830 Fire & Life Safety (Supervisor) 
Kris Wen (510) 622-0729 Access Compliance (Supervisor) 
Richard Denio (510) 286-5845 Structural Safety (Supervisor) 
Chris Morton (510) 622-3617 Structural Safety (Supervisor) 
Natan Litinskiy (510) 622-3115 Field Team (Supervisor) 
Sacramento Office (916) 445-8730 N/A 
Los Angeles Office (213) 897-3995 N/A 

 

  



 
 

Pa
ge

22
 

1.7 | Governing State Agencies’ and Local Entities’ Websites:  
 

1. OAKLAND UNIFIED SCHOOL DISTRICT (OUSD) 

 Website Address: http://webportal.ousd.k12.ca.us 
 Phone Number: 510-879-8200 
 

2. LOCAL BUSINESS UTILIZATION – LUSTER AND LOWE 

 Website Address: https://www.ousd.org/Page/19463 
 Phone Number: 510-593-8181 
 

3. PROJECT LABOR AGREEMENT – DAVILLIER-SLOAN 

 Website Address: https://davilliersloan.com/services/ 
 Phone Number: 510-835-7603 
 

4. California Department of Education (CDE) 

 Website Address: http://cde.ca.gov 
Phone Number: 916-319-0800 
 

5. Division of State Architect (DSA) 

 Website Address: https://www.dgs.ca.gov/DSA 
 Phone Number: 916-445-8100 
 510-622-3001 San Francisco Bay Area Regional Office 
 

6. Department of Toxic Substance Control (DTSC) 

 Website Address: http://www.dtsc.ca.gov 
 Phone Number: 800-72-TOXIC or 728-6942 
 

7. Department of Industrial Relations (DIR) 

 Website Address: http://www.dir.ca.gov 
 Phone Number: 415-703-5070 
 

8. Coalition of Adequate School Housing (CASH) 

Website Address: http://www.cashnet.org 
 Phone Number: 949-448-8577 
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9. Alameda County Health Agency 

Website Address: http://www.acgov.org 
Phone Number: 510-567-6700 
 

10. Pacific gas and electric 

Website Address: https://www.pge.com/ 
Phone Number: Business customer service, 1-800-468-4743 
 

11. Educational Resources Information Center (ERIC)  

 Website Address: http://www.eric.ed.gov 
 Phone Number: 800-LET-ERIC or 538-374 
 

12. Association for Learning Environment 

Local Chapter: Northern California / Nevada 
Website Address: https://www.a4le.org 
Phone Number: 408-391-0840 

 

13. CALIFORNIA ASSOCIATION SCHOOL BOARD OFFICIALS 

https://www.casbo.org  
(916) 447-3783 
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1.8 | Job Descriptions  
Program Managers: 

The Program Manager provides input on Facilities Master Plan development including 
the prioritization of projects, development of educational adequacy, ADA transition plan 
implementation, and utilization modeling. The program manager advises the district on 
phasing, grouping of projects, and other potential cost-saving approaches to 
construction. They manage and report to accountable school district committees. They 
will verify and update the cost estimates in the Facilities Master Plan, develop and 
maintain bond program spending plan, and develop a master project communication 
plan. The Program Managers are responsible for the following general categories of 
work 

i. Capital program management and advice 
ii. Master Planning 

iii. Monitoring and oversight of Construction Managers 
iv. Design phase management  
v. Pre-construction management 

vi. Construction phase coordination 
vii. Post-construction phase completion 

viii. Support the local business program 

LBU Specialist: 
The LBU Specialist manages and implements the Local Business Utilization Policy 
established by the Board of Education for the Oakland Unified School District.  

 
Project Accountant II and III: 

The Project Account II and III differ primarily in experience. These roles perform a wide 
variety of complex analyses, budgetary, and accounting duties related to the 
construction projects under the Bond. Some task include, but not limited to, financial 
reporting and evaluations, fiscal reporting, schedules, statements, forecasts and claims. 
Manage accounts receivable, analyze cash balances and fund requirements, advise and 
assist in the financial administration of projects and or accounts.  

 
Principal Account Clerk: 

In support of the Facilities department, the Principal Account Clerk supervises and 
participates in the compiling, analyzing, processing and recording of financial 
transactions; coordinates the operations of function for which responsible with district, 
regional, school site, county, and other officials; handles unusual or difficult problems 
referred by subordinates; instructs, assigns and schedules tasks to clerical employees 
and reviews the work for accuracy and completeness; posts and maintains budget 
spreadsheets and control ledgers; balances accounts and takes trial balances; prepares 
financial and statistical reports and statements; interprets and applies appropriate rules 
and regulations; answers questions and issues instructions regarding accounting and 
statistical procedures and related budget matters. 
 

PLA Consultant: 
The PLA Consultant will work with the District staff to oversee the following processes in 
addition to other tasks required to maintain compliance with the PLA. 
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Managing labor Relations: 

i. Maintain open and regular communications with signatory unions and their 
representatives 

ii. Work closely with non-union contractors to ensure that they will be able to use 
both their “core” employees and to integrate skilled union members into their 
work crews 

iii. Collect all required documents and schedule pre-job meetings prior to the 
initiation of project activity. 

iv. In support of the Joint Administrative Committee schedule quarterly meetings, 
distribute meeting materials, and submit JAC meeting report for upload to the 
district website and District archives. 

Coordinating the PLA’s workforce development and employment programs 
i. Conduct construction career outreach presentation to increase awareness of 

the construction industry as a viable, high wage-earning industry. 
ii. Update and maintain contact lists of workforce development organizations that 

contractors can utilize. Participate in a minimum of one construction career 
presentation each month in varying locations of Oakland. 

iii. Assist, encourage, and support coordination between the District’s CTE program 
and the Alameda County BTC’s affiliated union apprenticeship programs. 

iv. Work with District staff, track trust fund contribution funding levels, and 
prepare a quarterly report on the status of contractors contributions to be 
shared at the JAC meetings. 

Monitoring and Reporting 
i. Provide monthly activity reports to the executive director of Facilities Planning 

& Management and Program Manager highlighting local hire compliance, 
corrective action plans, and Good Faith Efforts made by contractors. 

ii. Prepare final close-out reports. 

 
Certified Payroll Coordinator: 
 
Facilities Procurement Manager: 

The Facilities Procurement Manager coordinates with and supports the Bond Program 
Manager, District Leadership, and PM/CM in an effort to develop and solicit requests for 
proposals. They also coordinate efforts related to LBU requirements on Bond Program 
procurements. 

 
Facilities Contracts and Bids Specialist: 

The Facilities Contracts and Bids Specialist manages the District’s construction projects 
bidding and contracts as mandated by state and federal laws, local ordinances, and best 
practices for public sector construction procurement projects. The Specialist plays a 
major role in the District’s proposal processes, and handles the certifications, insurance, 
regulatory and compliance requirements for the District.  

 
Contract Specialist: 

Perform high responsible professional and technical duties in the coordination, 
solicitation and administration of the Facilities contract procurement process; organize, 
prepare, and maintain complex contracts for materials, construction projects and 
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professional services, including architectural, engineering, and consulting services. 
Perform a variety of specialized buying assignments; serve as a subject matter expert 
and resource to staff. 
 
Perform a variety of complex, specialized duties requiring excellent communication 
skills; utilize specialized knowledge and independent judgement involving frequent and 
responsible public contact; responsible for the preparation tracking and organizing of all 
facility acquisition and construction related agreements and/or contracts for legal 
review and Board approval; utilize various computer software programs. 

 
 
Project Managers:  

Each project manager will manage multiple projects. A staff of project engineers will 
support the managers with the daily design and construction-related activities. The 
manager will manage each project from design through closeout, coordinating and 
communicating with key stakeholders, site staff, architectural staff, inspector of records, 
the general contractor, and various other vendors and consultants. A key responsibility 
of the manager is to ensure complete, biddable, and buildable drawings sets are 
provided to the Division of the State Architect or the local permitting office. The sets are 
inclusive of all constructability comments and review comments from stakeholders. 
Project managers will coordinate closely with the program and construction 
management teams to ensure continuity of project design and project expectations. It is 
the responsibility of the project manager to deliver a complete project within the 
established project budget and schedule. In coordination with the document control 
coordinator, the project manager and/or the construction manager will code all project 
files for filing by the coordinator  

 
Construction Manager:  

 
The Construction manager will plan, coordinate, budget, and supervise construction 
projects throughout the District. The construction manager will advise the District on 
regulatory requirements from agencies that have jurisdiction over the project. The 
manager will coordinate and implement the project with local and state agencies like 
the Division of the State Architect and the Office of Public School Construction. The 
manager will manage cost estimates, constructability reviews, studies, reports, 
projections, and opinions of probable construction cost for the project. The manager 
will coordinate and communicate with key stakeholders, site staff, architectural staff, 
inspector of records, the general contractor, and other agencies having jurisdictional 
authority to complete the project on time and on budget. In coordination with the 
document control coordinator, the project manager and/or the construction manager 
will code all project files for filing by the coordinator. The manager will also coordinate 
with the District on all activities related to other concurrent projects in accordance with 
the District’s Master Plan.  
 

Project Engineer:  
The project engineer will assist the project managers. The engineer will be responsible 
for preparing the meeting agendas two business days prior to a meeting and deliver 
meeting minutes within two business days after the meeting. If necessary, the engineer 
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will also document and track all the pertinent documents on a project (e.g., requests for 
information (RFI), architect supplemental instructions (ASI), and addenda.) A primary 
duty of the engineer is to process and review all invoices on a project. The engineer will 
also assist with the coordination with Buildings & Grounds and serve as the coordinator 
for local agencies (e.g., PG&E and EBMUD). The engineer will also lead the project 
closeout phase which includes closeout with the Division of the State Architect, the 
collection of as-built drawings, provision of attic stock, and development of operations 
and maintenance manuals.  
 

Facility Contracts and Bid Specialist:  
The Facilities Contracts and Bids Specialist manages the District’s construction projects 
bidding and contracts as mandated by state and federal laws, local ordinances, and best 
practices for public sector construction procurement projects. The Specialist plays a 
major role in the District’s proposal processes, and handles the certifications, insurance, 
regulatory and compliance requirements for the District.  
 

Document Control Coordinator:  
The document control coordinator will maintain and manage the District’s plan room, 
which will contain copies of all the Division of the State Architect’s (DSA’s) approved 
drawings, specifications, and as-built drawings. The coordinator will maintain an 
electronic database of all the DSA-approved drawings and as-built drawings on the 
district’s main server. The coordinator will maintain a library of all project operations 
and maintenance manuals for all completed projects. The coordinator will scan all 
relevant documents for DSA closeout and Office of Public School Construction audits. 
The coordinator will file all documents generated on any given project once coded by 
the project manager and/or construction manager.  
 Documents include by not limited to: 
 - Submittals 
 -Warranties 
 -Manuals 
 -As-built drawings 
 -DSA Forms 
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1.9 | Consultant Attendance Tracking Policy 
 

1. A consultant’s typical work hours are from 8:00 AM to 5:00 PM, Monday to Friday. The 
consultant should be available during these times and also available via cell phone when not 
on District premises. 
 

2. If a consultant is late or absent, they shall notify the executive assistant and the executive 
director of Facilities Planning & Management via e-mail.  
 

3. All consultants are responsible for updating the daily attendance board located in the 
leadership suite. Examples for signing out would be: site visits, project meetings, or doctor’s 
appointment. When a consultant has an early morning appointment, they should sign out 
the day before or notify the office to have someone put their name down, as well as state 
where they will be that morning. 
 

4. If a consultant is out for any reason, either vacation (48-hour notice) or sick, they should fill 
out the consultant absence form for consultants when they return to work. This form is 
located on the G: Drive under the 2021 Standard Forms/General Administrative Forms 
folder. The file is named Consultant Absence Form. This form must be signed by the 
consultant and the consultant’s supervisor, who will then submit it to the executive director 
of Facilities Planning & Management for sign off.  
 

5. If a consultant has a need to be away from the office for any reason, they should notify the 
executive director of Facilities Planning & Management and make sure the consultant is 
marked on the attendance board as out. 
 

 

See sample below 
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1.10 | Filing Procedure for Project Documentation 
 

Electronic Document Filing (preferred method): 
1. At the beginning of a project, the project manager notifies the documents control 

coordinator of the new project. The coordinator will set up the electronic file folders for the 
project on the P: drive under the folder: Project Files. 

2. The project files location is the top-level folder for a site. Each identified project will be a 
subfolder underneath. Within this project-specific folder is a set of subfolders that match 
the project file index. 

3. At a minimum, all items listed in the following table, as well as all items on the project file 
index that have a star next to them, must be scanned and stored/filed under P: drive\Project 
Files Folder. (All documents should be saved in project files.) 
 

Paper Document Filing: 
1. All paper documents that are to be filed must be appropriately coded per the project file 

index standards before being submitted to the documents control coordinator for filing. 
Each project team should have a file coding stamp for this activity. 

2. All paper documents that are to be filed for a project should be given to the documents 
control coordinator throughout the duration of the project, to be electronically filed.  

 
Critical documents that must be in the project files:  

1. New Project Authorization and Design & Construction Authorization Forms 
2. Agreement & Amendment Requests 
3. Vendor Invoices & Contractor Pay Applications 
4. Bid Invitation & Bid Results 
5. Certificate of Substantial Completion 
6. Final Completion Form 
7. Project Contact List 
8. Stop Notices 
9. Geotech and Solid Reports 
10. Testing Reports & DSA Verified Reports 

 
Drawing & Specification Filing - Bid Package Drawings & Specifications: 

1. Provide one full-size set of the bid package drawings and one complete specification manual 
to the documents control coordinator. The coordinator will log these in the plan room log 
and file in the plan room.  

 
Electronic Drawing CAD Files: 

1. Provide a digital link or flash drive that contains the CAD files and PDF to the documents 
control coordinator. The coordinator will log and file them in the outer project file room. 

 
As-Built Drawings: 

1. Provide one full-size set of the project’s as-built drawings to the documents control 
coordinator. The architect and the project inspector must sign the as-built drawing set. Once 
signed, the documents control coordinator will log and file them in the plan room.  
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1.11 | Account-Ability Workflow Process 
 

Purpose: 
The Account-Ability Workflow & Process provides the project team with steps to follow when 
using Account-Ability for their projects and clarifies roles and responsibilities.  

 

Creating a Project in Account-Ability: 
A project is created in Account-Ability (AA) by the project manager or project engineer 
assigned to the project.  

1. On the home screen of AA, select the "New" box on the left side of the screen 
under the Project Navigator. 

2. Enter the following information in the "Project Detail – New Project" box: 
 School Name: Also known as the campus name (e.g., Frick Campus) 
 Short Name: The site number - project number (e.g., 219 – 15105) 
 Project Name: The scope of the project (e.g., Intensive School Support) 
 Description: Optional, can provide further project information. 
 District: Must provide one of the following statuses: 

 1. Planning 
 2. Construction 
 3. Close Out 
 4. Complete 
 5. Future Project 

 Permit 1#: Optional, can provide DSA or OPSC number if relevant. 
 Permit 2#: Optional, can provide DSA or OPSC number if relevant. 
 Start Date: The start date of the project is the start of the fiscal year in 

which the earliest project expense occurs. 
 Duration: The number of fiscal years.  

3. After this information is inputted, select "Save" and close the box. 
4. To edit project details for a project that has been created, select the project to 

open. On the right side of the screen, select "Edit Project." 

After the PM/CM/PE has created the project in AA, they should notify the accountant 
assigned to the project to inform them that it has been created and request that the 
budget be created. 

 

Creating a Contract in Account-Ability: 
A contract is created in AA by the project manager or project engineer assigned to the 
project. 

1. Select and then open the project in the Project Navigator.  
2. Select the "Contracts" tab on the right side of the screen, then select "New" 

below the contracts menu.  
3. Enter the following information for the contract: 

 Vendor: Select the appropriate vendor.  
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 If the vendor is not in the vendor menu, select the yellow 
menu to the right of the drop-down arrow and fill in the 
"Vendor Detail – New Vendor" information.  

 Contact: Select the available contact or add a new contact using the 
menu to the right of the drop-down arrow.  

 Contract Date: The start date of Board Approval. 
 NTP Date: The date contained in the NTP that the project will 

commence. 
 Duration Days : The number of days of the contract. Entering the 

number of days for the contract will auto-fill the end date.  
 CC Date: The contract end date. Entering the contract end date will 

auto-fill the duration days if a number was not already entered.  
 NOC Date: The date which Alameda County records the NOC.  
 Initial Contract: The total amount of the contract.  

4. Proceed to the box on the right side of the screen to enter the following 
information:  

 Contract Name: This is auto filled based on the contractor’s name but 
can be customized here for quick reference.  

 Object Code: To be selected by the PM/CM/PE based on the contract 
type. If the PM/CM/PE is unsure which object code to select, consult 
with the project accountant.  

 Contract Type: Select one of the following options: 
 Professional Services 
 Construction  
 Supply/Other 

 RG: The Routing Group, which has several groups that populate the 
transmittal sheets. The default is Budget Adj-Board. 

 SI: The Special Instruction describes how payments will be handled. 
Select the most appropriate option, most often "Mail Check to 
Company." 

 Initial Contract Authorization: PM/CM/PE will input the date, which is 
the contract date.  

5. After entering the appropriate information in the boxes, select "Create 
Contract." If any red flags appear, complete the required information before 
selecting "Create Contract" again.  

6. The PM/CM/PE will save the contract, but they do not post it. After the 
contract has been created, the PM/CM/PE will contact the project accountant 
and request them to enter the account string and connect the contract to the 
budget.  

7. The PM/CM/PE will create the transmittal sheet using the following steps. The 
transmittal sheet is used when routing the contract/agreement request with 
appropriate attachments for approval and processing.  
 
To create the transmittal sheet for the contract, on the contract page, select 
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"Reports" in the box on the right side of the page, then select 
"Transmittal/Contract Record." On the Reports page, select the following.  

 Verify that the correct project and contract are checked.  
 On the right side of the page, select the printer you would like to print 

to and check the box for "Color" to print the report in color.  
 Under "Report Options," use the drop-down menu under "Transmittal 

for" to select which type of report you want to create. (The default is 
Payment Request.) Select "Contract Report" to create the cover sheet 
for the contract.  

 Check the boxes for additional details that you want to include in the 
report.  

8. After selecting these options, click either "Preview" to review the report before 
printing or "Print" to print the report.  

After the contract has been approved by the executive director of Facilities Planning & 
Management, deputy chief of Facilities, and the Board of Education, the PM/CM/PE 
notifies the project accountant that the Contract is ready to post in AA. The project 
accountant will create the PO number, link the contract to the project budget (if this 
has not already been performed), and post the contract. 

 

Processing Invoices and Pay Applications in Account-Ability: 
An invoice or pay application is processed in AA by the project manager or project 
engineer.  

 

To process an invoice or pay application, the contract must be linked to the budget, 
have a PO, and be posted. If this is not the case, the PM/CM/PE should discuss the 
issue with the project accountant.  

1. Select and open the project in the Project Navigator. Select the “Contracts” Tab, 
then select and open the contract associated with the invoice/pay application.  

2. In the box on the right side of the screen, select the "Transactions" tab, then 
select "Add New Invoice." 

3. In the "New Invoice" box, provide the following information: 
 Inv#: The invoice or pay application number. 
 Date: The date of the invoice or payment application. 
 Inv Amt: The amount of the invoice or payment application.  
 PO #: Use the drop-down menu to select the appropriate PO. 
 Description: Enter a description for the payment, if appropriate.  
 RG: The routing group for the payment cover sheet. Select the 

appropriate group. 
 SI: The special instruction for processing the payment. Select the 

appropriate instruction, which is most often "Mail Check to Company."  
 Amt To Pay: If different from the payment request amount, enter the 

amount to be paid.  
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4. After the payment request information has been entered, select “Save.”  
5. To create the transmittal sheet for the payment request, on the Contract page, 

select "Reports" in the box on the right side of the page, then select 
"Transmittal/Contract Record." On the Reports page, select the following:  

 Verify that the correct project and contractor are checked.  
 On the right side of the page, select the printer you would like to print 

to and check the box for "Color" to print the report in color.  
 Under "Report Options," use the drop-down menu under "Transmittal 

for" to select which type of report you want to create. The default is 
Payment Request, which is used for invoices and pay applications.  

 Check the boxes for additional details that you want to include in the 
report.  

 Check the box for the invoice or pay application that you want to create.  
6. After selecting these options, click either "Preview" to review the report before 

printing or "Print" to print the report.  

Invoices and pay applications should be routed for processing using the payment 
request report as the cover sheet, including all appropriate attachments.  

 

Linking a Project to ColbiDocs: 
Linking a project in AA to ColbiDocs is performed by the project manager or project 
engineer. 

 

The threshold for linking a project to ColbiDocs is a total budget of $5 million or 
above. If the project's budget is below $5 million, the project manager should consult 
with the executive director of Facilities Planning & Management or program manager to 
discuss using ColbiDocs.  

1. Select and open the project in the Project Navigator.  
2. On the right side of the screen, select "Edit Project." 
3. In the top right corner of the Project Detail Window, check the "ColbiDocs 

Linked" box. 
4. Select “Save” and close the project detail box.  

Additional Resources: 
For additional resources, please see the AA instruction manuals found on the 
following sites: 

1. The AA website (https://aa3.colbitech.com/logon/LogonPoint/index.html). 
2. The Facilities network (T:\G\PDATA\AccountAbility Manuals). 
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2.1 | Invoice Payment Process 
 

Invoice In-Take Process: 
1. When an invoice is received, it is date stamped, stickered with a barcode, and scanned into 

the invoice tracker in the mailroom. 
 

2. The project manager reviews and approves the invoice, enters it into Account-Ability, 
submits a hard copy with backup documents to the principal account clerk, and updates the 
status in Invoice Tracker.  
 

3. The project engineer or project manager saves the document on the server in Project Files 
with the date and description. (e.g., 09.21.2022). 
 

4. Approved invoices should contain the following information: 
 Payment request transmittal sheet generated in Account-Ability, 
 Project manager authorization stamp with all sections completed, including date of 

approval and project managers contact information, 
 Date and time stamp from the mailroom, 
 Barcoded and entered into Invoice Tracker, 
 Consultant status report showing current contract amount, the total payment to date, 

and the remaining balance, 
 Backup documentation justifying hours billed, 
 LBU calculation worksheet (see sample below), 
 Certified payroll letter, if needed,  
 PLA / Workforce check, if needed, 
 If applicable, change order or amendment attached to a copy of the invoice, and  
 Approved contract or purchase order, 
 Conditional and un-conditional lien-waiver, as applicable. 

 
5. The principal account clerk prepares the cover sheet, routes the invoice for signatures, 

updates the status in Invoice Tracker, and submits it to the Central Accounts Payable for 
check issuance. 
 

6. It is the responsibility of the respective staff accountant to communicate directly with the 
project manager concerning any missing, incomplete, and/or non-compliant documentation 
or issues related to policy. 
 

7. The staff accountants will establish monthly check-in meetings with their respective project 
managers to review and reconcile financial information. 
 

8. The accounting manager is available for any clarifications. 
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Procedure for Invoice Rejection: 
If an invoice is unacceptable for any reason, the following process shall be completed: 

1. The principal account clerk, PM, CM, or PE returned the invoice to the vendor by e-mail within 
three business days accompanied by the invoice rejection text. CC the principal account clerk, 
PM, CM, or PE. 

a. Reasons for rejection may include any of the following: 
b. Billing in not supported by contract (term/rate) 
c. Invoice exceeds available balance 
d. Duplicate invoice number 
e. Missing supporting documentation 
f. Other 

2. The vendor may revise and resubmit. The 30-day remittance window restarts. 
3. Principal account clerk is responsible for tracking the open invoice until resolved. 

 

Procedure for Regular or Overtime Labor Hours from Buildings & Grounds (B&G), Custodian, and 
Nutritional Services Departments: 

1. Any project in an existing or occupied school that is part of a bond construction process and 
utilizes the B & G, Custodial, or Nutritional Services departments must have a PM, CM, or PE 
verify that the scope of work is caused by new construction. Alternatively, if the scope of 
work is an existing maintenance-related issue, the PM, CM, or PE should notify the B & G 
department or other departments accordingly. 
 

2. If the scope of work is determined to be, by the PM or CM,  
a. Related to, caused by, or out of contract documents, or  
b. Determined to be beneficial to the schedule or costs, then the PM, C M, PE should 

review with the executive director of Facilities Planning & Management and the 
appropriate department heads before moving forward.  

 
3. The PM or CM will request a quote for the services from the applicable department doing 

the work. The PM or CM will verify the reasonable costs of the quote. 
 

4. Before submitting a “Combined ET/OT/CT and Move up/Acting Time Report” (Overtime 
sheet) to the accounting department, the regular or overtime sheet must contain: 
 Employee’s name and signature 
 Department manager’s or director’s approval signature 
 Project manager’s approval signature 
 executive director of Facilities Planning & Management approval signature under 

restricted funds manager 
 

5. Once step four is completed, the PM or CM submits paper set to the assigned accountant 
for the account string under Escape Account Structure. 
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6. The assigned accountant will keep a copy of the sheet in the accounting department. Other 
departments will get copies as noted below.  
 
a. For the B & G department, the assigned accountant will submit the overtime sheet to B 

& G (inbox located in the Mailroom). 
b. For the Custodian department, the assigned accountant will scan the overtime sheet 

and e-mail it to the Custodian department. 
c. For the Nutritional Services department, the assigned accountant will scan the overtime 

sheet and e-mail it to Nutritional Services department. 
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LBU calculation sample worksheet below: 
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Combined ET/OT/CT and Move up/Acting Time Report  
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https://app.informedk12.com/link_campaigns/ousd-et-ot-form-electronic-form?token=v34r2JsJVoZ1FpQzMFJxvHiA
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2.2 | Stop Check Payment & Duplicate Replacement Warrant Check 
 

1. If a check is outstanding for more than two weeks, the project engineer or project manager will 
e-mail the Facilities Accounting department. 
 

2. The project engineer or project manager needs to verify if the address of the vendor on file is 
correct.  
 

3. The Facilities Accounting department will contact the county to verify whether the check has 
been cashed. 
 

4. If the check is still outstanding, the Facilities Accounting department will e-mail the county to 
make a stop payment, or if it has been cashed. If the check was cashed documentation will be 
provided. 
 

5. Accounting will request Alameda County to re-issue a duplicate warrant. 
 

6. Form is given to the vendor by Accounting through e-mail. (The vendor fills out part two only.) 
 

7. The form is then returned to the Facilities Accounting department by the vendor. 

Accounting reviews the form and sends it to Accounts Payable for re-issue.  
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2.3 | Procedure for Initiating Contract 
 

Purpose 

The agreement request process provides the workflow and process for creating contracts and 
agreement requests for the project team.  

Contract & Agreement Request Process 

The project manager or project engineer creates a contract by using the following steps.  

Filling out the Agreement Request & Contract Justification:  
 The PM/CM/PE team will fill in and provide relevant information on the agreement request 

& contract justification form. They will provide contractor/vendor contact information, 
select the type of contract, provide the contract amount and duration, provide the scope, 
and provide details describing how the contractor/vendor was selected.  

 While filling in the form, the PM/CM/PE should create the contract in the associated project 
in Account-Ability and create the contract report.  

 After the agreement request & contract justification form and the contract report are 
created, the PM/CM/PE will provide these documents to the project accountant who will 
then fill in the budget information and link the contract to the project budget in Account-
Ability.  

 After this has been performed, the accountant should sign the contract report and return 
the documents to the PM/CM/PE team.  

Routing the Agreement Request & Contract Justification Forms for Approval: 
After the PM, CM, or PE team has received the agreement request & contract justification form and 
contract report from the project accountant, they route it for approval to the executive director of 
Facilities Planning & Management and deputy chief of Facilities. The following documents must be 
provided for a contract or agreement request to be approved:  

 Request for signature cover sheet, which describes the documents and what is attached. 
 Contract report with signatures from the PM and project accountant.  
 Agreement request & contract justification form. 
 Proposal for services & cost estimate. (Note that the contingency allowance must be noted 

on the proposal provided by the contractor/vendor.) 
 Hourly rates. 
 Local business utilization form or waiver. (See section 2.1 for LBU form) 
 Any additional backup documents as needed. 

Routing the Agreement Request & Contract Justification Forms to the Contracts Manager: 
After the contract package has been approved by the executive director of Facilities Planning & 
Management and the deputy chief of Facilities, the PM/CM/PE team will submit the package, along 
with a transmittal sheet, to the Facilities contracts & bids specialist.  
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The PM/CM/PE team should save a copy of the contract package on the OUSD Facilities server in the 
associated project folder.  

Upon receiving the contract package, the Facilities contracts & bids specialist will provide the 
package to OUSD’s legal counsel for review, submit the contract to the contractor/vendor for 
signature and agreement, and submit the package to the Board of Education for review and 
approval.  

See sample forms below. 
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2.4 | Signature Procedure 
 

1. The request for signature form is used as a cover sheet for all documents that require a 
signature from either the executive director of Facilities Planning & Management and/or the 
deputy chief of Facilities. This form is a Word document located on the P: drive at P:\STANDARD 
FORMS\Request for Signature Template. 
 

2. The project manager completes the request for signature form and delivers it to the executive 
director of Facilities Planning & Management’s inbox with all corresponding documents. The 
executive director of Facilities Planning & Management delivers the signed document to the 
deputy chief of Facilities, if applicable. 
 

3. The deputy chief of Facilities returns the signed document to the PM/CM/PE’s inbox upon 
completion. 
 

4. The project manager forwards the signed documents to the appropriate destination and then 
scans the file(s) for archiving on the OUSD server within the associated project folder. 
 

5. The following documents must be signed by the executive director of Facilities Planning & 
Management and deputy chief of Facilities: 

 Agreement request forms 
 New project authorization forms 
 Budget increase request forms 
 Allowance expenditure directives 
 Preliminary change orders 
 Change orders 
 Certificates of substantial completion 
 Notices of completion (only deputy chief of Facilities) 
 DSA forms 
 Any other documents requiring OUSD signature (e.g., PG&E, EBMUD, or City of 

Oakland). 
 

 

See sample forms below: 
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2.5 | RFQ/P for Architectural Services 
 

1. In coordination with the executive director of Facilities Planning & Management, the Facilities 
procurement manager and project manager shall determine the procurement track (i.e., 
informal or formal solicitation).  
 For projects under $5 million and limited in scope, the project manager may directly solicit 

proposals from the District's pre-qualified pool of architects. The project manager must 
obtain at least three competitive proposals before making a recommendation on a finalist.  

 For projects $5 Million and over and/or complex in scope, the project manager and 
program manager shall coordinate with the Facilities contract & bids specialist to develop a 
formal RFQ/P to be publicly advertised in a local newspaper and placed on the District's 
website.  

2. The project manager, program manager, and the executive director of Facilities Planning & 
Management shall schedule a pre-proposal meeting with all architectural firms interested in the 
project for either solicitation track.  

3. The project manager, program manager, and executive director of Facilities Planning & 
Management will oversee the RFQ/P process, addressing any questions via an addendum to the 
document. 

4. Vendor proposals to the RFQ/P shall be submitted to the Facilities department and logged in by 
the Facilities contract & bids specialist. 

5. The Facilities contract & bids specialist will distribute the proposals to the review team. The 
review team shall include a representative from the school project site as determined by the 
school’s Principal. The Facilities contract & bids specialist will also forward the proposals to the 
District's local business utilization consultant to review and determine the proposer’s LBU 
eligibility.  

6. The executive director of Facilities Planning & Management, project manager, and program 
manager will develop a shortlist of approved candidates and conduct interviews with each 
firm. One of the interview team’s members shall be a representative from the school project 
site, if necessary. The Facilities contract & bid specialist will prepare and issue letters to the 
RFQ/P respondents notifying them of the interview date and subsequently the notice of intent 
to award. Rejection letters will be sent to other proposers.  

7. Once the interviews are complete and the RFQ/P interview team selects the architectural firm 
that best suits the project's needs, the project manager, program manager, and executive 
director of Facilities Planning & Management shall work with the selected architectural firm to 
negotiate the fee that will be charged for the project's design services, which will be based on 
the understanding of the scope as defined in the RFP/Q. An additional 10% of the agreed fee 
must be included in the architect’s proposal as a design contingency line item. Additional 
negotiated contingencies should be shown as applicable. 

8. Review section 2.3 for procedures related to initiating a contract with the architectural firm. 
The agreement must be executed by the Board of Education. 
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2.6 | RFQ/P for Other Professional Services 
 

RFQ/P for Other Professional Services Process – Selecting from Pre-Qualified Pool: 

1. “Other Professional Services” shall include, but is not limited to, the following: 
 Geotechnical and geohazard consultant 
 Hazardous materials abatement consultant 
 DSA-certified project inspector 
 Environmental site assessment consultant 
 Site survey services  
 CEQA 
 Special Inspections 

 
2. The project manager will, if applicable, select firms for the required professional services listed 

above and request proposals from the District's pre-qualified pool. The project manager must 
obtain three competitive proposals prior to making a recommendation under this informal 
solicitation process. 

 
3. The PM will review the proposals and negotiate the fees for the professional services.  

 

4. The PM will develop the agreement. Review section 2.3 for procedures related to initiating a 
contract with the specialty professional services firm. The agreement must be executed by the 
Board of Education. 

 
5. The PM can immediately engage their services after BOE ratification.  
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2.7 | Budget and Cost Management 
 

1. The project manager is responsible for managing each project’s approved scope, budget, 
and schedule. When owner-approved scope changes, conditions change, architectural 
document corrections, or any other reason that causes the project manager to determine 
that the cost of the project may exceed the budget, they shall promptly notify the executive 
director of Facilities Planning & Management, deputy chief of Facilities, and program 
manager. The project manager’s primary goal shall be to recommend options for value 
engineering the project to maintain budget. When a VE solution is not the best option, the 
project manager may request additional funds. 

2. The project manager is required to know the status of the total project budget at all times. 
This understanding must include knowledge of all soft and hard costs associated with the 
project. 
 

3. The project manager is responsible for properly tracking all contracts, invoices, and pay 
applications in Account-Ability and the Project Files database (G:PDATA/Project Files). 

4. Each project manager is required to prepare and actively update a Project Cost Worksheet 
for each of their projects. This worksheet is independent of Account-Ability and is used to 
track all the costs and budgets that apply to the project. A template of this worksheet can be 
found on the G: drive (G\PDATA\Pay App Log).  

5. The project manager’s goal is to identify budget problems early enough for the District to 
have choices that allow for adjustments to be made so the overall budget is not impacted. 
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2.8 | Budget Increase and Budget Decrease 
 

Once agreed that a budget increase or decrease is needed, the PM/CM/PE must complete the following 
procedures. 

1. The project manager prepares a budget increase or budget transfer form, including the 
following information: 

a. Project name 
b. Project site 
c. Project number 
d. Project type 
e. Funding source 
f. Project manager 
g. Reason for the budget increase / decrease 
h. Description of the change (e.g., construction, architect, testing, inspection, etc.) 
i. Amount and description for each change 
j. Total amount of the change(s) 
k. Original budget amount 
l. Budget change amount (the total amount to be increased/decreased) 
m. Revised budget amount (line L and line M on the form) 

 
2. The project manager submits the Budget Increase or budget transfer form to accounting by e-
mail: 

a. The e-mail should contain the following: 
 In the subject line, include the budget increase (or budget transfer) title, project name, 

and project number. 
 The budget increase or transfer form as an attachment. 
 Attachment of all backup documentation justifying the reason for the change. 
b. Note: If budget increase is from another project or a line item within the spending plan, 

then the budget increase form must be accompanied by a budget decrease form. 
3. Accounting prints the provided form(s) and provides funding information to the program 
accounting manager. 

4. The program accounting manager signs the provided form(s). 

5. Accounting returns the signed form(s) to the project manager. 

6. The project manager submits the forms and backup to the executive director of Facilities 
Planning & Management and deputy chief of Facilities for signatures. 

7. The project manager saves all signed documents to the G: drive, Project Files, with date and 
description.  

8. The project manager provides approved copy of the form to Accounting. 
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9. Accounting notifies project manager when a project budget change has occurred. 

  

Compensable and Non-Compensable Contract Time Extension: 

The PM/CM/PE must complete the following procedures for compensable and non-
compensable contract time extensions. 

 

1. The project manager prepares contract time extension form, including the following 
information: 

a. Date stamped from mail room 
b. Project name 
c. Project site 
d. Project number 
e. Project type 
f. Funding source 
g. Project manager 
h. Reason for the time extension(s) 
i. Description of the extension(s) (e.g., construction, architect, testing, inspection, etc.) 
j. Time extension for each description 
k. Total days to be extended 
l. Original date of contract 
m. Total time extension in days to be added 
n. Revised contract completion date 

 
2. The project manager submits the contract extension to accounting by e-mail: 

a. The e-mail should contain the following information: 
● Subject line: Extension date, project name, and project number 
● Extension date form as an attachment 
● Attachment of all backup documentation justifying the reason(s) for the date 

extension  
3. Accounting prints the “date extension form” and provides funding information to the 
PM/CM/PE. 

4. The program accounting manager signs the extension date form. 

5. Accounting returns the extension date form to the project manager. 

6. The project manager submits a budget increase form to the executive director of Facilities 
Planning & Management and deputy chief of Facilities for signatures. 

7. The project manager saves all signed documents to the G: drive, Project Files. 
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8. The project manager provides the approved copy of the extension date form to Accounting. 
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3.1 | Design Phase Management Process: 
 
1. Once the architect’s contract has been approved by the Board of Education, the project 

manager shall set up a meeting with the program manager, architect, site principal, and the 
executive director of Facilities Planning & Management to kick off and refine the scope of the 
project. At this meeting, the following items should be discussed: 

a. Project scope 
b. Project budget 
c. Project schedule 
d. Key team members 
e. Project protocols/procedures 

2. The project manager will also need to execute contracts with and obtain reports from the 
following consultants (if applicable): 

a. A geotechnical consultant 
b. A surveying consultant  
c. Underground utility location consultant 
d. A commissioning agent (to be provided to the Architect upon execution of the 

architect’s contract) 
e. SWPPP, hazmat, elevator, and/or FA/IA consultants 

3. The project manager should send the architect copies of the following updated OUSD design 
standards: 

a. Materials standards 
b. Door hardware design standards 
c. Elevator design standards 
d. Fire alarm design standards 
e. Intrusion alarm design standards 
f. OUSD technology services standards 

Current versions of these standards can be found on the G: drive under the folder G:\Design 
Guidelines and Material Standards. 

4. The project manager shall set up a meeting with staff from the various Buildings & Grounds, 
Facilities, and Custodian departments to discuss any specific needs for the site that are to be 
addressed with the Architect, within reason. 

The departments include the following: 

a. Carpenters  
b. Custodial 
c. Electrical  
d. Fire alarm and intrusion alarm  
e. Heating  
f. Intercom/phone/clock  
g. Landscaping 
h. Locksmith  
i. Plumbing  



 
 

Pa
ge

62
 

j. Roofing  
k. Sustainability 
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3.2 | Design Review Checklist 
 
This checklist covers all areas of the project, budget, schedule, phasing, verifying of constructability 
review, design reviews, etc. to ensure that all areas of the design have been fully reviewed and 
addressed per the Oakland Unified School District Design & Material Standards. 
 
Project Design Checklist 
 
Project Manager:                                  
Project Name:               
Project No.:                       
 
Updated: October 21, 2021 
 

Project Description: 
 

 
Budget Review 

 Amount Reviewed By Date 

Total Project Budget    

Original Construction Budget    

Schematic Design Estimate    

Design Development Estimate    

Construction Document Estimate    

Projected Project Costs (Dated: 10/21/21)    

 
 
 
 
 
 
 
(Continued on next page) 
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Site Survey/Geotech (if applicable) 
 Date Reviewed By 

Site Survey Completed*   

Geotechnical Survey Completed   

Hazardous Soil Testing Completed   

Abatement/Hazardous Demolition Testing 
Report Completed 

  

 
Site Utilities/Misc. (if applicable) 

 Date Reviewed By 

EBMUD (New Fire Sprinkler, Domestic 
Water, Irrigation) 

  

PG&E New Electrical Service   

PG&E New Natural Gas Service   
Storm Water Prevention Plan   

AT&T/SONIC   

 
Schedule/Phasing Review 

 Date Reviewed By 

Schematic Design Schedule/ Duration   

Design Development Schedule/ 
Duration 

  

Construction Document 
Schedule/Duration 

  

Phasing Plan Review   

 
 
 
 
 
 
 
(Continued on next page) 
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Scoping/Architectural Review 
 Date Reviewed By 

Original Scoping Meeting   

Owner Project Requirements (OPR) 
Reviewed 

  

Basis of Design (BOD) Reviewed   

CHPS Meeting with Design Team   

Review of Current OUSD Design 
Standards 

  

Review of Current OUSD Color 
Schemes 

  

 
Elevator/Wheelchair Lift (if applicable) 

 Date Reviewed By 
Elevator Specification Review   

Wheelchair Lift Specification Review   

 
Mechanical Systems 

 Date Reviewed By 

Mechanical Pre-Design Meeting   

Mechanical Initial Review of Drawings   

Mechanical Controls System Review   

Mechanical Final Review of Drawings   

 
(Continued on next page) 
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Electrical Systems 
 Date Reviewed By 

Electrical Pre-Design Meeting   

Electrical Initial Review of Drawings   

Electrical Final Review of Drawings   

 
Fire Alarm & Intrusion Alarm Systems 

 Date Reviewed By 

Fire Alarm/Intrusion Alarm Pre-Design 
Meeting 

  

Initial Review of Fire/Intrusion Alarm 
Drawings 

  

Final Review of Fire/Intrusion Alarm 
Drawings 

  

 
Intercom/Clock/VOIP Systems 

 Date Reviewed By 

Intercom/Clock/VOIP Pre-Design Meeting   

Intercom/Clock/VOIP Initial Review of 
Drawings 

  

Intercom/Clock/VOIP Final Review of 
Drawings 

  

 
IT/Data/Security Camera Systems 

 Date Reviewed By 

IT/Data/Security Camera Pre-Design 
Meeting 

  

IT/Data/Security Camera Initial Review of 
Drawings 

  

IT/Data/Security Camera Final Review of 
Drawings 

  

 
(Continued on next page) 
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Commissioning (if applicable) 
 Date Reviewed By 

Initial Commissioning Meeting with 
Design Team 

  

Commissioning Agent Review of 
OPR/BOD 

  

Commissioning Agent Initial Review of 
Design Documents 

  

Commissioning Agent Final Review of 
Design Documents 

  

 
Constructability Review 

 Date Reviewed By 

Initial Constructability Review   

Design Team Response to 
Constructability Review 

  

Backcheck of Design Team Responses to 
Constructability Review 
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3.3 | AE Deliverable Matrix 
 

LINK  
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3.4 | Pre-bid Checklist 
 

1. The project manager should complete the "Request for Advertisement" form and submit it to 
the Facilities contracts and bids specialist. 

a. Publication of notice pursuant to this section shall be once a week for two successive 
weeks. Two publications in a newspaper published at least weekly with at least five days 
between the respective publication dates, not counting such publication dates, are 
sufficient. The period of notice commences upon the first day of publication and 
terminates at the end of the fourteenth day, including therein the first day.  

b. Prior to advertisement, the project manager and Local Business Compliance officer 
determine whether there is an LBU waiver for the project. If it is determined after 
advertisement that there is a LBU waiver, it must be submitted as an addendum to 
notify the potential bidders. 

2. The project manager shall assist the Facilities contracts and bids specialist with assembly of front 
ends/specifications. The PM/CM/PE needs to give the Facilities contracts and bids specialist at 
least (1) week to prepare the front ends/specifications, and upload them to the East Bay Blue 
Print.  

a. The PM shall send copies of the following documents to the Facilities contracts and bids 
specialist: 

i. (DSA) approved plans and specifications 
ii. Hazardous materials survey and specifications 

iii. Geotechnical report and geohazards report 
3. The Facilities contracts and bids specialist shall initiate 1st and 2nd advertisements. (See section 

4.1 for more information.)  
4. The PM/CM/PE shall schedule a pre-bid walk with interested bidders. They shall also coordinate 

with the Local Business Compliance officer, Labor Compliance officer, and project manager. 
5. The PM/CM/PE shall reach out to prospective bidders prior to the pre-bid walk to encourage 

attendance and bidding.  
6. The PM will conduct the pre-bid walk. (See section 4.4.) After the walk, the PM shall send the 

bidder sign-in sheet to the Facilities contracts and bids specialist. 
7. If addendums are required, they need to be submitted by the PM/CM/PE to the Facilities 

contracts and bids specialist so they can be sent to prospective bidders and East Bay Blue Print.  
a. All addendums and responses to pre-bid RFIs are due 72 hours prior to bid opening. 

8. The PM/CM/PE shall reach out to prospective bidders prior to bids being due to encourage their 
bidding on the project.  

Bidders who desire to submit a bid protest must submit their protest in writing within 48 hours after 
receiving bids to the PM/CM/PE. 
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3.5 | Cost Estimating and Reconciliation Process 
 

Purpose 

The purpose of this process, specifically the cost reconciliation worksheet, is to provide the design team 
with a standard tool to compare, analyze, and reconcile two independent cost estimates. Each phase of 
design, schematic design, design development, and construction documents, must receive cost 
estimates. 
 
This worksheet is a tool to compare two independent estimates in the 33-divisions format for a site and 
building. For projects involving multiple buildings, the worksheet provides tabs to create individual 
building and site work worksheets to allow a building-by-building comparison in the 33-divisions format. 

Cost Estimating Reconciliation Process 
The A/E firm and the District’s PM/CM/PE estimator must follow the 33 divisions CSI format for site and 
building. 
 
Cost Estimating Kick-off Meeting 

The District's PM/CM/PE will convene and lead the cost estimating kick-off meeting with the A/E and 
PM/CM/PE in attendance, along with their estimators. This meeting will provide a presentation of the 
project and general information about the cost estimating process, the preferred method of grouping 
buildings, the phasing and schedule of the project, and other relevant information. The cost estimating 
period typically begins on this date. 
 
Cost Estimating Period 

In general, the estimating and reconciliation process should take approximately three weeks, depending 
on the complexity of the project. The process must abide by the following timelines: 

 Initial Estimate: 2 weeks 
 Review of Estimate: 2 – 3 business days 
 Reconciliation: 2 – 3 business days 
 Final Reconciled Cost: 1 business day 

 
Reconciliation Process Overview 

After completing the initial estimate, the AE and PM/CM/PE are responsible for providing the District 
Program Manager with their cost estimate. Once the PM/CM/PE has performed an 'intake' of the 
estimates and deemed them complete, the PM will share them with all parties, including the other 
estimator(s).  
 
The PM/CM/PE will perform a comprehensive assessment of each estimate in preparation for the 
reconciliation meeting, using the standard Cost Reconciliation Worksheet. Simultaneously, the A/E's cost 
estimator and the District consultant’s cost estimator will perform an independent peer review of the 
estimate received before the reconciliation meeting. This pre-review must occur so that valuable time is 
not lost at the cost reconciliation meeting. Significant discrepancies should be noted in each party's 
independent reconciliation worksheet. Up to three days is allotted for this step.  
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Reconciliation Meeting 

A reconciliation meeting will be scheduled approximately three weeks after the kick-off meeting. 
Typically, this will be a two- to three-hour meeting, depending on the number of cost discrepancies and 
size and complexity of the project. The team will review each division's costs, addressing all parties' 
significant differences (5%). A general agreement must occur on aligning the differences during the 
meeting. (e.g., adjusting unit cost, quantity, or unit type). 
 

The PM/CM/PE's cost reconciliation worksheet serves as the agenda for the reconciliation process, 
starting with the site costs and progressing through all divisions. A consensus must be reached for each 
cost division by line item. The agreed upon amount should be noted in the last column of the 
reconciliation worksheet. Typically, one of the estimated costs (or a hybrid of the two) will be agreed 
upon. The agreed upon number is recorded as the basis for the reconciled number. As a general rule, a 
conservative approach should be taken in the reconciliation process. For example, when two cost 
estimators have generally reconciled their numbers but are off by some degree (2.5%), they should take 
a more conservative or higher number. 
 
In an instance where one or both cost estimators cannot reconcile an individual cost, the estimators 
shall return to their home offices and produce a revised result within 48 hours of the reconciliation 
meeting.  
 
Revised Estimate 

Within three days after the reconciliation meeting, both estimators will submit their revised cost 
estimate based upon the discussions and findings of the cost reconciliation meeting. This revised 
estimate should capture changes in quantities, unit costs, or agreed upon modifications. This exercise 
aims to capture the findings of the cost reconciliation meeting and more closely align the two estimates. 
Typically, the "gap" between the two cost estimates will be substantially reduced. 
 
Final Reconciliation 

The revised cost estimates will be delivered to the District and a final reconciled number will be 
determined by the District’s PM and PM/CM/PE. Upon receiving the final estimates, the PM/CM/PE will 
create a new cost reconciliation worksheet using the revised estimates to identify any significant 
discrepancies. The District PM and the PM/CM/PE will review both numbers, back-check the inclusion of 
items discussed at the reconciliation meeting and arrive at the "agreed upon" reconciled number. If 
some items are still unresolved, it may be necessary to contact the estimators again to clarify specific 
item(s).  
 

The PM/CM will complete the "Cost Estimate Project Reconciliation Summary" cover page by recording 
the initial and revised values of the cost estimates and the "agreed upon" reconciled number, as 
determined by the District PM and PM/CM/PE. In instances where the established budget is exceeded, 
this cover page will list potential value engineering items and/or alternates (at the schematic design 
phase) or selected value engineering items and/or alternates (at the design development and 
construction documents phases) to address the overrun. 
 

The PM/CM/PE will upload estimates, reconciliation worksheets, and project charter to a shared project 
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folder as follows:  
 

 The PM/CM/PE shall place the two final SD estimates, the final SD reconciliation worksheet, and the SD 
project charter on the shared project folder under the appropriate folder. 

 For both the DD and CD phases, the CMs shall place the two final estimates, the final reconciliation 
worksheet, and the project charters on the shared project folder. 
 

Post-Reconciliation Action Items by Phase 
 

Schematic Design Phase 

 The PM will lead the cost reconciliation effort. 
 Budget under/overrun 

o If the final reconciled amount is under budget, no further work is required. 
o If there is a cost overrun, the District and its consultants will identify potential value 

engineering and alternates with associated cost savings to rectify to the budget. These 
items will be treated as possible items to be incorporated into the documents in the 
next phase. 

o The PM will present recommendations on potential alternates and VE items to the Bond 
Leadership Team for approval. 

o The PM will provide an SD “Design Approval Notice to Proceed”, copying the Bond 
Leadership Team, to the AE firms, which will capture the estimating information, 
including the cost under/overrun and approved potential VE items or alternates 
identified. The project charter shall be attached as part of the record.  

Design Development Phase 

 The construction manager will lead the cost reconciliation effort. 
 Budget under/overrun 

o If the final reconciled amount is under the budget, no further work is required. 
o If there still is a cost overrun, the District and its consultants will assess the level of 

overrun. Items identified as potential VE or alternate items developed at the SD phase 
will be incorporated into the documents as needed. Additional alternate or VE decisions 
may be necessary to reconcile the budget. 

o The PM will present the recommendations on alternates and VE items to the Bond 
Leadership Team for approval. 

o The PM will provide a DD “Design Approval Notice to Proceed”, copying the Bond 
Leadership Team, to the AE firms. The letter will capture the estimating information, 
including the cost under/overrun and approved potential VE items or alternates 
identified. The project charter shall be attached as part of the record.  

Construction Documents Phase 

 The construction manager will lead the cost reconciliation effort. 
 Budget under/overrun 
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o If the final reconciled amount is under the budget, no further work is required. 
o If there still is a cost overrun, the District and its consultants will assess the level of 

overrun. Items identified as potential VE or alternate items, developed at the SD phase, 
will be incorporated into the documents as needed. Additional alternate or VE decisions 
may be necessary to reconcile the project budget. 

o Recommendations on how alternates are identified on the bid form will be submitted to 
the deputy chief of Facilities for approval. 

o The PM will provide a CD “Design Approval Notice to Proceed”, copying the Bond 
Leadership Team, to the AE firms. The letter will capture the estimating information, 
including the cost under/overrun and approved potential VE items or alternates 
identified. The project charter shall be attached as part of the record.  

See sample templates on the following pages. 
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3.6 | CEQA Process 
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California Environmental Quality Act.  The California Environmental Quality Act (CEQA) is a California 
statute passed in 1970,[1] shortly after the United States federal government passed the National 
Environmental Policy Act (NEPA), to institute a statewide policy of environmental protection. CEQA does 
not directly regulate land uses, but instead requires state and local agencies within California to follow a 
protocol of analysis and public disclosure of environmental impacts of proposed projects and adopt all 
feasible measures to mitigate those impacts.[2] CEQA makes environmental protection a mandatory 
part of every California state and local agency's decision making process. It has also become the basis for 
numerous lawsuits concerning public and private projects. 

The following information is provided by the Governor’s Office of Planning and Research: 

What is CEQA? 
The California Environmental Quality Act (CEQA) requires government agencies to consider the 
environmental consequences of their actions before approving plans and policies or committing to a 
course of action on a project. 

What is the purpose CEQA? 
This process is intended to: (1) inform government decisionmakers and the public about the potential 
environmental effects of proposed activities; (2) identify the ways that environmental damage can be 
avoided or significantly reduced; (3) prevent significant, avoidable environmental damage by requiring 
changes in projects, either by the adoption of alternatives or imposition of mitigation measures; and (4) 
disclose to the public why a project was approved if that project has significant environmental impacts 
that cannot be mitigated to a less than significant level.  

What is a “Project”? 
A "project" is defined as a "whole action" subject to a public agency's discretionary funding or approval 
that has the potential to either (1) cause a direct physical change in the environment or (2) cause a 
reasonably foreseeable indirect physical change in the environment. "Projects" include discretionary 
activity by a public agency, a private activity that receives any public funding, or activities that involve 
the public agency's issuance of a discretionary approval and is not statutorily or categorically exempt 
from CEQA. (Pub. Res. Code § 21065.) 

The CEQA Process 
If an agency determines that a proposed activity is a project under CEQA, it will usually take the 
following three steps:  

1. Determine whether the project falls under a statutory or categorical exemption from CEQA;  
2. If the project is not exempt, prepare an initial study to determine whether the project might 

result in significant environmental effects; and  
3. Prepare a negative declaration, mitigated negative declaration, or EIR, depending on the initial 

study 
 

 

Step 1: Do Any Exemptions Apply? 
There are two types of CEQA exemptions: 
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1. Statutory exemptions 
2. Categorical exemptions 

 

Statutory Exemptions 
Statutory exemptions are created by the Legislature. A project that falls within a statutory exemption 
generally is not subject to CEQA even if it has the potential to significantly affect the environment.  

Categorical Exemptions 
The categorical exemptions are created through the regulatory process and are found in CEQA 
Guidelines §§ 15300-15333. A categorical exemption generally will not apply if (1) there is a reasonable 
possibility of a significant effect on the environment due to unusual circumstances; (2) significant 
cumulative impacts from projects of the same type will result; or (3) the project will have impacts on a 
uniquely sensitive environment. (Guidelines § 15300.2.) For other exceptions, see Guidelines § 15300.2. 

Notice of Exemptions (NOE) 
A NOE contains several elements: a brief project description; the location of a project; a finding that the 
project is exempt from CEQA, including a citation to the appropriate exemption; and a brief statement 
of the reasons to support the finding that the project is exempt. (Guidelines § 15062(a).)  

If a NOE is filed after project approval, it will trigger a 35-day statute of limitations for challenging the 
agency’s decision that the project is exempt from CEQA. (Pub. Res. Code § 21167(d); Guidelines § 
15062(d).) If the NOE is not filed, the time period for challenging the action under CEQA is normally 180 
days following the agency’s approval. (Pub. Res. Code § 21167(d); Guidelines § 15062(d).) 

Step 2: Initial Study 
If the project does not fall under an exemption, the public agency usually undertakes an “initial study.” 
An initial study is a preliminary analysis prepared by the lead agency (usually the city or the county 
having primary jurisdiction over the project, but may also be state agencies) to determine whether an 
environmental impact report (EIR) or negative declaration (ND) must be prepared. (Guidelines §§ 15063, 
15365; Pub. Res. Code §§ 21080.1, 21080.3.)  

The purpose of the initial study is to determine whether there may be a significant environmental 
impact. (Pub. Res. Code § 21080(c); Guidelines §§ 15063–15065.) 

Step 3: Appropriate Level of Review 
Depending on the Initial Study, a Negative Declaration, Mitigated Negative Declaration, or 
Environmental Impact Report may be required.  

Negative Declaration  
If the initial study concludes that the project will not cause a significant effect on the environment, the 
agency can prepare a negative declaration. (Pub. Res. Code § 21080(c); Guidelines § 15070 et seq. 
(negative declaration process).) A negative declaration is a written statement that an EIR is not required 
because a project will not have a significant adverse impact on the environment. (Pub. Res. Code §§ 
21064, 21080(c).)  

Mitigated Negative Declaration  
An agency may attach conditions to a negative declaration for the purpose of mitigating potential 
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environmental effects. This is referred to as a “mitigated negative declaration.” (Guidelines § 15070(b); 
Pub. Res. Code § 21064.5.) A mitigated negative declaration states that revisions in the project made or 
agreed to by the applicant would avoid the potentially significant adverse impacts, and that there is no 
substantial evidence that the revised project will have a significant effect on the environment. (Pub. Res. 
Code § 21064.5; Guidelines § 15070(b) (2).) 

Environmental impact Report (EIR) 
If the agency determines that the project may have a significant effect on the environment, an EIR must 
be prepared. (Pub. Res. Code §§ 21002.1, 21061, 21080, 21080.1 et seq.; Guidelines §§ 15080–15081.5.)  

Scoping  
The first step in preparing an EIR is to determine the scope of the EIR in consultation with agencies, the 
public, and the applicant. (Guidelines §§ 15082, 15083.)  

Draft EIR 
Following the scoping process, either the agency must prepare a draft EIR or the applicant’s consultant 
can prepare the CEQA documents, as long as the agency independently reviews, evaluates, and 
exercises judgment over the document and the issues it raises and addresses. The draft EIR must be 
released for public comment for at least 30 days but no more than 60 days, unless there are unusual 
circumstances. (Guidelines § 15105.) 

An EIR must contain: 

 A project description; 
 An environmental baseline; 
 Evaluation of environmental impacts; 
 Thresholds of significance, which can sometimes be measured in terms of historic and cultural 

significance; 
 Evaluation of short-term and long-term water supply needs; 

o Climate change; 
o Energy; 
o Cumulative impacts; 
o Mitigation measures; and 

 Project alternatives. Which are meaningful discussion project alternative that would reduce 
adverse environmental impacts. 

Final EIR 
The final EIR consist of:  

1. The draft EIR;  
2. Comments and recommendations received on the draft EIR;  
3. The responses of the lead agency to the significant environmental points raised in the review 

and consultation process;  
4. A list of persons and agencies commenting on the draft EIR; and (5) any other information added 

by the lead agency. (Guidelines § 15132.)  



 
 

Pa
ge

79
 

Approval  
After the final EIR is complete, the agency determines whether to approve the project or an alternative 
to the project. 

Program and master EIRs 
CEQA provides several optional tools for streamlining environmental review when there is a series of 
projects or activities the agency is considering. Master EIRs are designed to provide for analysis of broad 
policy issues, such as cumulative and growth-inducing impacts, to limit the environmental review of 
subsequent projects. (Pub. Res. Code § 21156.)  

Program EIRs generally can be used for the same types of actions as master EIRs, though this 
streamlining device is reserved for related actions that can be characterized as one large project. 
(Guidelines § 15168.) 

EIR Notices  
A minimum of three notices must be prepared and properly filed in connection with the EIR.  

1. Notice of preparation of EIR. (Pub. Res. Code § 21080.4; Guidelines § 15082.) 
2. Notice of completion of EIR. (Pub. Res. Code § 21161; Guidelines § 15085.)  
3. Notice of approval or determination, which is filed and posted after the project is approved. 

(Pub. Res. Code § 21152; Guidelines § 15094.)  
 
Mitigation Monitoring 
When an agency makes CEQA findings for any project that is approved subject to mitigation measures in 
an EIR, or when an agency adopts a mitigated negative declaration, the agency must impose a mitigation 
monitoring or reporting program to ensure implementation of the mitigation measures and project 
revisions that are required by the agency. (Pub. Res. Code § 21081.6.)  
 
Subsequent Review 
Ordinarily, only one EIR or negative declaration is prepared for a project. A supplemental or subsequent 
EIR (SEIR) may be required if another discretionary approval is being considered and: (a) there are 
substantial changes to the project; (b) there are substantial changes in the project’s circumstances; or 
(c) new information that could not have been known at the time the EIR was certified becomes available 
and such changes or new information require major revisions to the previous EIR due to new significant 
environmental effects or a substantial increase in the severity of previously identified significant effects. 
(Pub. Res. Code § 21166; Guidelines § 15162(a).) 
 
Project changes  
Project changes standing alone normally will not trigger requirements for further CEQA review. 
However, the lead agency must provide a reasoned basis supporting its conclusion that project changes 
would not result in new or substantially more severe significant impacts. (American Canyon Cmty United 
for Responsible Growth v. City of American Canyon (2006) 154 Cal.App.4th 1062.) 
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New information  
New information can trigger an SEIR or subsequent negative declaration only if the information was not 
known and could not have been known at the time the EIR was certified as complete, shows new or 
substantially more severe significant impacts, or demonstrates the feasibility of mitigation measures or 
alternatives previously found infeasible, and is of substantial importance to the project. (Pub. Res. Code 
§ 21166(c); Guidelines § 15162(a)(3).) 
 
Use of Addenda  
If none of the three triggers for an SEIR exist, then an agency may use an addendum to make changes or 
additions to the prior EIR or negative declaration. (Guidelines §§ 15164(a), (b).) The addendum does not 
need to be circulated for public review. (Guidelines §§ 15164(c), (d).) A brief explanation of the decision 
not to prepare an SEIR should be included in the addendum, the findings, or elsewhere in the record. 
(Guidelines § 15164(e).) 
 
For more information about the CEQA process, please visit opr.ca.gov/ceqa 
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4.1 | Bid Procedures 
 
Once DSA has approved the drawings and specifications for a project, the PM/CM/PE shall initiate the 
bid process for the project. 
 
Prior to the bid process, the PM/CM/PE must contact OUSD’s Local Business Utilization (LBU) consultant 
to request an analysis of the available contractor that could bid on the project. Based on the availability 
of contractors to bid the project, the LBU consultant could determine what the LBU requirement are for 
the bid. 
 
OUSD must publicly bid all construction projects with a construction contract value over $15,000. 
 
The following steps are required to advertise the project: 

1. The PM/CM/PE prepares the request for advertisement form and reviews it with the executive 
director of Facilities Planning & Management and bid coordinator. 

2. The architect reviews the drawings and specifications to verify the documents are in 
conformance with the OUSD design standards. Once verified, the executive director of Facilities 
Planning & Management will approve the request for advertisement form. 

3. The PM/CM/PE submits the request for advertisement form to the bid coordinator to prepare 
the bid advertisement and the front-end documents.  

4. The bid coordinator prepares the invitation to bid for the various newspapers and websites 
where the project will be advertised. 

5. In conformance with the technical specifications and the DSA approved drawing set, the bid 
coordinator prepares the front-end specifications.  

6. The PM/CM/PE completes a final review of the compiled set of drawings and specifications 
before sending to East Bay Blueprint for copying and distribution to the various plan rooms. An 
additional copying shall be completed at the PM/CM/PE’s request. 

7. The bid coordinator will deliver one complete full-size set of drawings, one complete 
specifications manual, one digital copy of each, and all other bid documents to the documents 
controller for filing in the plan room.  

8. The bid coordinator will distribute the invitation to bid via e-mail to the following people: 
a. PM/CM/PE 
b. PLA Administrator 
c. Local Business Program Administrator 
d. OUSD Labor Compliance Officer 

 
Informal Bids for contract values of less than $15,000 

If a contract value is less than $15,000 the PM/CM must obtain three competitive proposals prior to 
making a recommendation to the executive director of Facilities Planning & Management for approval. 
 

  



 
 

Pa
ge

83
 

CUPCCA Bid Schedule, contract values between $15,000 - $200,000 

Per the California State Controller, CUPCCA is the California Uniform Construction Cost Accounting 
Commission Act. The Act is legislation that was enacted in 1983 to help promote “uniformity of the cost accounting 
standards and bidding procedures on construction work performed or contracted by public entities in the state” 
(Section 22001). The Act is a voluntary program available to all public entities in the State, but it applies only to 
those public agencies that have “opted in” to the provisions set forth by the Act using the processes outlined in the 
Act. The entirety of the Act is found at Sections 22000-22045.  
 
The Act allows for public project work in the amount of $60,000 or less to be performed by a public agency’s force 
account using the public agency’s own resources, or by negotiated contract, or by purchase order (Section 
22032(a)). Public projects in the amount of $200,000 or less may use the informal or formal bidding procedures set 
forth in Section 22032(b) or (c) of the Act. Public projects at a cost of more than $200,000 must use formal bidding 
procedures to let the contract pursuant PCC Section 22032(c). 
 
Example: 

1st Advertisement Date 
 
 

10/7/21 
 
 

Pre-Bid Job Walk 10/14/2021 

Bids Due 
 
Board of Education Approval  

10/21/21 
 
See Facilities Board Submission Calendar: 
https://boedocdepot2.ousd.org/Governing_Board
_Agenda_Prep_Schedule_Ending_January_2021/S
ubmission_Calendar_External.pdf 

 
Bid Schedule Over $200,000 

A bid should be advertised for a minimum of one week before the date of the pre-bid job walk, and bids 
should be due a minimum of two weeks following the pre-bid job walk. The two-week window allows an 
adequate amount of time for contractors to submit any questions regarding the bid documents and for 
the Architect to issue any addendums as necessary for the projects. Following is an example of a bid 
schedule. 
 
Example: 

1st Advertisement Date 
 
2nd Advertisement Date 

10/7/21 
 
10/14/2021 

Pre-Bid Job Walk 10/15/2021 
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Bids Due 
 
Board of Education Approval  

10/28/21 
 
See Facilities Board Submission Calendar: 
https://boedocdepot2.ousd.org/Governing_Board_Agenda
_Prep_Schedule_Ending_January_2021/Submission_Calend
ar_External.pdf 
 

 

See sample form below: 

  



 
 

Pa
ge

85
 

 

  



 
 

Pa
ge

86
 

4.2 | Bid Procedures 
 

1. OUSD requires that all contractors be pre-qualified before submitting a bid on a project. 
2. The bid coordinator will process and track all contractor pre-qualifications. 
3. Contractors must be pre-qualified a minimum of five calendar days before the bid due date. 
4. Contractors wishing to be pre-qualified with OUSD must complete and submit the "OUSD Pre-

Qualification" form to the bid coordinator. The bid coordinator validates all information on the 
form and submits to the executive director of Facilities Planning & Management for approval. 
After the executive director of Facilities Planning & Management signs off on the pre-
qualification request form, the bid coordinator will issue a letter to the contractor notifying them 
of their pre-qualification status. 

5. Once a contractor has been pre-qualified with OUSD, they can bid on OUSD projects for two 
years. Contractors are required to renew their pre-qualification every two years. 

6. Use the following link to access the website where OUSD’s pre-qualified contractor and 
subcontractor list is stored or verify with the bid coordinator. 
https://www.ousd.org/Page/16904 
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4.3 | Addenda Issuance 
 
Clarification must often be made to the bid documents during the bidding period. These clarifications 
are made part of the bid documents via addenda. 
 
The PM/CM/PE and AOR are to assess addenda to determine any impacts to the bidding contractors and 
whether any extension to the bid date is needed. 
 
The following procedures describe how the issuance of any addenda for a project will be managed: 
 
1. The AOR prepares the addendum and sends it to the PM/CM/PE for review. The PM/CM/PE will 

finalize the addendum. 
2. Once the PM reviews and approves, the addendum is forwarded to the bid coordinator.  
3. The bid coordinator issues the addendum to East Bay Blueprint for distribution to all plan rooms and 

plan holders. 
4. The bid coordinator should also request one complete copy of the addendum from East Bay 

Blueprint. This copy is to be given to the documents controls specialist for filling with the 
appropriate project files. 
 All addenda must be issued a minimum of 72-hours before the bid opening date and time. 
 If addenda must be issued within the 72-hour window, the addenda will need to include 

language that extends the bid date. 
5. The bid coordinator should log the addenda that have been issued for each project. Each bidder 

must acknowledge receipt of all addenda issued for a project. This acknowledgement will be verified 
when bids are opened. 
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4.4 | Pre-Bid Job Walk 
 
All projects are required to have a mandatory pre-bid job walk. This walk is necessary so that all bidders 
can visit the project site and present any questions they may have regarding the project and/or the bid 
documents. 
 
The pre-bid job walk is to be held no sooner than one week after the first advertisement date for a 
project. 
 
The walk’s date, time, and location are specified in the invitation to bid. 
 
Attendance at the pre-bid job walk is mandatory for the following individuals: 

1. The project manager/construction manager 
2. The bid coordinator 
3. The architect & their consultants 
4. The project inspector 
5. The project labor agreement administrator  
6. The local business policy administrator 

 

Site administrators from the specific project site should be encouraged to attend by the PM.  
 
The PM/CM/PE will prepare an agenda for the walk and lead it.  
 
The PM/CM/PE should bring sufficient copies of the agenda to the pre-bid job walk for distribution to all 
in attendance. If the pre-bid walk was conducted virtually, a copy of the agenda and all documents 
presented shall be distributed to all participants within one business day of the meeting. 
 
The bid coordinator will prepare a pre-bid job walk sign-in sheet. All in attendance are to sign in during 
the walk. The sign-in sheet will be distributed after the pre-bid job walk to all attendees. If the pre-bid 
walk was conducted virtually, all attendees will be required to sign-in via the platform chat. The PM will 
document all attendees’ attendance and distribute the attendee list after the pre-bid job walk. 
 
At the pre-bid job walk, the project labor agreement and the local business policy administrators will 
discuss the requirements of the PLA and LBU. 
 
The PM/CM/PE will coordinate placement of the contractors' trailer(s) and identify staging area(s). It is 
important to make the site administrators aware of how long the trailer(s) will be in that identified 
location and ensure that they do not interfere with the daily operation of the school.  

Working Under the Project Labor Agreement: 
 
In September 2016, OUSD entered into a Project Labor Agreement (PLA) with the Building and 
Construction Trades Council, AFL-CIO. The key points of the PLA are described below.  
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https://ousd.legistar.com/LegislationDetail.aspx?ID=4976425&GUID=26A76D4B-DBC2-4544-AB43-
DE13D049009C&Options=ID|Text|&Search=project+labor+agreement  
 

1. Letter of Assent 
a. All general contractors and subcontractors, regardless of tier, must sign a Letter of 

Assent (LOA). The LOA binds the contractor to the terms of the PLA for the awarded 
project only. It does not bind any contractor to a union agreement. 

2. Using non-union workers 
a. A non-signatory contractor may use up to five (5) of its own "core" employees on a 

project, provided the first worker hired comes from the union, second worker is "core," 
third worker is from the union, fourth worker is "core,” and so forth. All "core" 
employees are required to pay union initiation and representation fees. The definition 
of a "core" worker is an individual who: 

 possesses any license required by state or federal law for the project work to be 
performed; 

 has worked a total of at least one thousand (1,000) hours in the construction 
craft during the prior three (3) years; 

 was on the contractor's active payroll for at least sixty (60) out of the one 
hundred (100) calendar days prior to the contract award; and 

 has the ability to perform safely the basic functions of the applicable trade. 
3. Fringe benefit payments 

a. Non-signatory contractors should note that they are required to make payment on 
behalf of "core" employees into the established labor-management vacation, pension, 
or other form of deferred compensation plan, apprenticeship, and health benefit funds 
for each hour worked. 

4. Trucking 
a. Any trucking at and on the site of construction is covered by the PLA. Owner-operators 

are also covered.  
5. Soils and materials testing and inspection 

a. Such work performed at the construction site and is a classification for which a 
California prevailing wage determination has been published is covered by the PLA. 

6. Pre-job conference  
a. The successful general contractor and all subcontractors must attend a pre-job 

conference with the County of Alameda Building & Construction Trades Council prior to 
start of construction.  

7. District pre-construction meeting 
a. The successful general contractor and all subcontractors must attend scheduled pre-

construction job meetings with the appropriate PM, inspector of record, and DSI 
personnel, as required. 

8. Prevailing wages 
a. All construction workers must be paid the prevailing wage as determined by the State of 

California. Benefits are the established labor-management vacation, pension, or other 
forms of deferred compensation plan, apprenticeship, and health benefit funds for each 
hour worked.  

9. Social justice program 
a. Local workforce hiring goals 
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 Oakland residents will perform a minimum of 50% of the hours worked, on a 
craft-by-craft basis, provided the workers are available, willing, and capable of 
performing the work. 

 Oakland residents will perform 100% of the apprentice hours worked, provided 
that such apprentices are available, willing, and capable of performing the work. 
Apprentices will perform 20% of the total craft hours or the ratio permitted 
under the state-approved apprenticeship standards. 

b. Off-site credit 
 In order to assist contractors in meeting the local hiring goals, contractors can 

receive up to 50% credit for utilizing residents from the City of Oakland on non-
District projects. 

10. Method for compliance or good faith efforts 
a. The following are some of the "good faith" steps that a contractor must take to 

demonstrate that they have made every effort to reach the local hiring goals of the 
Oakland Unified School District’s Project Labor Agreement (PLA). This list is a minimum 
and additional efforts may be required. 

 Attend pre-job meeting and submit workforce projections. 
 Meet with DSI on a monthly or as-needed basis to discuss progress. 
 Submit copies of dispatch requests in writing, with a copy to DSI upon request. 

Maintain documentation of union response. 
 Contact DSI if union cannot provide local residents as requested. 
 Use "name call," "rehire," or other programs to reach goals when they are 

available as part of the hiring hall dispatch procedures. 
 Use Cypress Mandela or other local resources if the union cannot provide 

residents as requested. 
 Submit copies of DAS 140 form to DSI. 
 Sponsor local residents for apprenticeships when possible. 
 Submit an off-site utilization form for Oakland apprentice hours worked on non-

district projects. 
 Show specific efforts to reach the goal of 20% local utilization of apprentices. 

Local Business Utilization (LBU) Policy Sheet: 

Policy Established: December 2008 by the Board of Education for the Oakland Unified School District.  

https://ousd.legistar.com/LegislationDetail.aspx?ID=4892932&GUID=FA019339-B62B-45BF-AA6A-
5B76EB5E7597&Options=ID|Text|&Search=Local+Business+Policy Policy Goal: To encourage the 
utilization of local and small local businesses based in Oakland. 
 
Policy Amended: As of April 28, 2021, the OUSD LBU policy has been amended with the intent to 
expand the number of eligible contractors by accepting Oakland-based firms that are currently certified 
by the following agencies: 

 The City of Oakland 
 The Port of Oakland 
 Alameda County Transportation  
 Alameda County 



 
 

Pa
ge

91
 

 California Public Utilities Commission  
 Caltrans 

Definitions: 
1. LBE (Local Business Enterprise) – A firm located in Oakland and certified as an LBE by the City of 

Oakland and/or one of the listed agencies. 
2. SLBE (Small Local Business Enterprise) – A firm located in Oakland and certified by the City of 

Oakland as an SLBE or VSLBE, and/or one of the listed agencies that meets the City of Oakland’s 
small business size standards. 

3. SLRBE (Small Local Resident Business Enterprise) – A firm certified by the Oakland Unified School 
District that meets all the criteria for the SLBE and whose owner is a current City of Oakland 
resident. 

 
The following is a description of how the policy applies to District contracts: 

1. Requirement 
 There is a 50% local business participation requirement on all District capital program 

construction and construction-related professional services agreements. 
2. Meeting the requirements 

 The 50% local business utilization requirement can be met with 25% (or less) local 
business enterprise (LBE) participation AND 25% (or more) small local and/or small local 
resident business (SLBE/SLRBE) participation. 

 
Certification 

1. The District manages the Small Local Resident Business Enterprise (SLRBE) certification program. 
To become certified as a SLRB enterprise, a firm must: 

 Submit proof of City of Oakland certification as a Small Local Business Enterprise (SLBE) 
or Very Small Local Business Enterprise (VSLBE). Firms certified by other accepted local 
agencies MUST also submit three years of tax returns as indicated on the supplemental 
E documents. 

 Submit verification of the firm owner's City of Oakland residency. 
 

To receive participation credit, all LBE, SLBE, SLRBE, or equivalent firms must be certified 
before bid submittal. Upon submittal, firm information will be reviewed and approved for 
responsiveness and bid discount. 
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4.5 | BID OPENING AND ANALYSIS: 
 

On the day bids are due, all bids will be received at the OUSD Facilities front office located at 955 High 
Street. Upon receipt, each bid will receive a date and time stamp.  
 
The bid coordinator will prepare the bid tabulation sheet and bring copies to the bid opening.  
 
Bids will be opened and read by the bid coordinator. An OUSD representative will attend the bid 
opening as a witness. Due to the Covid-19 pandemic, no in-person bid openings are taking place. Results 
of the bid openings will be issued to (what parties?) via e-mail within 24 hours. 
 
The bid coordinator will record each bid as it is read. Also, the coordinator will note the required 
documents that must be submitted with each bid. 

 
All bids must include the following items to be considered responsive: 

1. The bid form must be signed, 
2. The bidder must acknowledge all addenda, and have noted this on the bid form, 
3. A bid bond must be included, 
4. The bid form must have all subcontractors listed that are over 1½% of the total bid 

price, 
5. A signed non-collusion affidavit, 
6. DVBE documentation, 
7. Local business participation worksheets, 
8. Debarment suspension and schedule Z, 
9. Site visit certification, 
10. Iran contract certification, and 
11. Any other included forms as applicable. 

 
Once the bids have been opened and read, the bid coordinator will perform the following tasks: 

1. Type up the bid tabulation worksheet. 
2. Send a copy of the three lowest bids to the local business policy administrator, along 

with the local business participation worksheets that each bidder submitted. 
 

Once the local business administrator has reviewed the bidders’ local business participation worksheets, 
the administrator will send an analysis letter via e-mail to the PM, the bid coordinator, and the executive 
director of Facilities Planning & Management. This letter will identify the low bidder's participation 
percentage and qualifications. 
 
After the bid coordinator has received this letter, the bid tabulation worksheet will be updated as 
necessary to reflect any changes. 

 
Once the bid tabulation worksheet is completed, the bid coordinator will distribute it to the project 
manager/construction manager and post a copy on the OUSD Facilities Division’s website. 
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The bid coordinator will provide a complete copy of the low bid for the project to the PM, including the 
bid form, the bid binder, pre-qualification letter, non-collusion affidavit, subcontractor lists, and local 
business participation forms. The PM will use this information for the preparation of the contract award 
documents. 
 
The PM shall save all documents by date and description to the appropriate project files. 
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4.6 | Rejections of Bids 
 
It is necessary occasionally to reject any or all the bids on a project. 
 
Some of the reasons for bid rejection include:  

1. It is in the best interest of OUSD. 
2. All bids received are over the project budget. 
3. No bidders submitted a responsive bid. 
4. Due to program changes, the District made the decision to not move forward with the 

project. 
 

Once the decision has been made to reject bids on a project, the following steps must be taken: 
1. The bid coordinator will prepare the rejection of bids letter(s) and submit hard copies 

to the executive director of Facilities Planning & Management for signature. 
2. Once signed by the executive director of Facilities Planning & Management, the 

letter(s) will be distributed to all the contractors that submitted a bid on the project. 
3. The bid coordinator will submit to the PM/CM/PE to file in the appropriate project file. 
4. A notice of rejection of bid is posted to the OUSD Facilities Procurement website. 

 

CANCELATION OF BIDS: 

The executive director of Facilities Planning & Management or deputy chief hold sole authority to cancel 
a bid. Bidders will be notified by the bid coordinator and a post on the OUSD Facilities Procurement 
website. 

 

4.7 | BID AWARD PROCEDURES: 
                      

Once the responsive low bidder has been determined and verified by the local business 
administrator, per Section 4.6, the PM will prepare the bid award documents. 
 
The bid award documents include: 

1. The notice of intent to award letter 
2. An agreement request for low bid contractor, LBU analysis, and bid tabulation sheet 
3. Request for signature cover sheet 

 
Notice of intent to award letter 

 The letter is prepared by the PM/CM/PE and the form printed out for signature. 
 This letter once signed by the deputy chief or executive director of Facilities Planning & 

Management, notifies the contractor they are being awarded the bid and requests 
the contractor move forward with their bonds, insurance, and the PLA letters of 
assent within seven days.  

 
Agreement request for low bid contractor 
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 The agreement request is prepared by the PM/CM/PE and the form printed out for 
signature. This form includes all the information that will be necessary for the 
contract administrator to prepare the contract. The executive director of Facilities 
Planning & Management and deputy chief sign this form. 

 
All the above documents are to be submitted to the executive director of Facilities Planning & 
Management and deputy chief in one package. 
 
Once all documents are signed, they are to be distributed to the following: 

1. Notice of intent to award - Send to the contractor via e-mail. 
2. Agreement request form - Send to the contracts specialist for processing of the contract. 

 

The PM/CM/PE will file a copy of the signed notice of intent to award letter, acceptance of bid 
memo, and agreement request form on the server in the appropriate project file folder 
 

The contract specialist will prepare the contract and e-mail it to the contractor with a request to sign 
and return three wet copies, along with the required insurance documents.  
 
See sample forms below: 
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4.8 | BONDS AND INSURANCE: 
 

Payment bond requirements 
1. Pursuant to Public Contract Code section 3247, every contractor awarded a contract by 

a public entity (except for state contracts) involving an expander in excess of 
$25,000.00 for any public work shall, before entering upon the performance of the 
work, file a payment bond in a form approved by the public entity for whom the 
contract is awarded. 

2. Pursuant to public contract code section 3248, the payment bond must be in an 
amount no less than 100% of the total amount payable by the terms of the contract. 

 
Performance bond requirements 

3. Pursuant to the California Government Code section 66499.1, whenever security is 
required in connection with the performance of any act or agreement, the security 
shall be subject to the approval of the local agency. 

4. Pursuant to the California Government Code section 66499.2 and OUSD mandate, the 
amount of the bond must be 100% of the total amount payable under the terms of the 
contract. 

 

4.9 | NOTICE TO PROCEED: 
 

Before a contractor can begin any construction activities, it must receive a Notice to Proceed (NTP) 
letter from OUSD. 
 
The NTP letter cannot be issued until a board-approved contract is in place. It is the PM’s responsibility 
to track the contract from the time the agreement request is submitted to the contract administrator to 
the final board approval. 
 
Once the PM has verified board approval of the contract, the PM will prepare the NTP letter. 
 
The NTP letter is to be submitted to the Executive director of Facilities Planning & Management for 
review and then forwarded to the deputy chief of Facilities for signature. A request for signature cover 
sheet should be attached to this letter.  
 
The signed NTP letter should also be forwarded via e-mail to the following: 

1. The architect 
2. The inspector of record 
3. The OUSD labor compliance department 
4. The project labor agreement administrator 
5. The local business policy administrator 

 
Prior to issuing the NTP letter to a contractor, it is the PM's responsibility to make sure that board-
approved contracts are in place for the following: 

1. Inspector of record 
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2. Special inspections firm 
3. Geotechnical engineering firm 
4. Hazardous materials abatement testing 
5. Any other miscellaneous contract that will be necessary during the construction phase 

 

See sample form below. 
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5.1 | Startup Checklist 
 

After the PM sends the NTP to the GC, the PM needs to set up a pre-job meeting with the union hall to 
discuss the PLA and a pre-construction meeting with the GC to discuss project start-up logistics.  
 
This checklist is the order in which the pre-construction meeting for a project should proceed: 
 

1. The PM/CM/PE must fill out the project information form supplied by PLA consultant (stored in 
the P: drive under standard forms in the PLA folder) prior to the pre-job meeting. The PLA 
consultant will use this information to arrange the pre-job meeting at the union hall.  

 
2. The project information form is to be sent to by the PM/CM/PE to the PLA consultant and the 

certified payroll coordinator. The certified payroll coordinator who will establish the project in 
Elation Systems. 

 
3. The PM/CM/PE will submit with the project information form a complete list with all the 

subcontractor's information, names, addresses, contractor's license number, phone numbers, 
etc. to (insert recipient). 

 
4. The GC must collect signed letters of assent from all tiers of subcontractors and returns them to 

the PLA consultant.  
 

5. The PM/CM/CE will inform the site administrators that the project has been bid and is moving 
forward. The PM/CM/PE will confirm placement of the contractors' trailer(s) and identify staging 
area(s). It is important to make the site administrators aware of how long the trailer(s) will be in 
that identified location and ensure that they do not interfere with the daily operation of the 
school.  

 
6. The General Contractor and all subcontractors listed at the time of bid must complete the PLA 

meeting before construction can commence. 
 

7. Ensure all contracts are in place prior to start of construction. 
 

8. Conduct the Colbi Technologies training for the ColbiDocs system on projects over $5 million 
dollars. 

 
9. The GC shall submit to the PM/CM/PE hourly rates for any future change order. 
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5.2 | Preparations for Construction and Site Coordination Process 
 

Preparing well for the start of a project can mean the difference between it being successful or 
unsuccessful. The PM/CM/PE should have all project folders setup, all necessary documents sent to the 
general contractor in advance and have competent knowledge of the project drawings prior to starting 
any construction activities. In reviewing the drawings, the PM/CM/PE may be able to identify a design 
issue, and address it ahead of time, to prevent any potential delays. Review the checklist below and use 
it as a tool for preparation: 

1. Set up the project folders on the G: drive. 
2. Setup the project in ColbiDocs & Accountability. 
3. Set up a meeting with site administration and create a contact list for emergencies and other 

project-related correspondences. 
4. Take photos of existing conditions. No existing condition is too small or too large to document. Take 

particular interest in curbs, sidewalk cracks, softscape, storm drains, fencing, and adjacent facades. 
5. Generate a sign-in procedures for project-related personnel. 
6. Discussing with the site locations for contractor’s trailer, construction laydown area, and site safety 

fencing. 
 

Phased projects may require additional coordination with site administration and Facilities leadership. 
These projects often require interim housing and transportation of students.  
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5.3 | Preconstruction Meetings 
 
The PM/CM/PE will setup a pre-construction meeting after the pre-job meeting is completed. The 
pre-construction meeting should occur at the project site to address any issues. The PM will provide 
an agenda to address the District’s requirements, issues, and procedures.  
 
This meeting should include: 

1. The architect, IOR, and main consultants. 
2. The general contractor and their major subcontractors (electrical, plumbing, 

mechanical, etc.). 
3. The District’s fire alarm and intrusion consultants. 
4. Site administrators or staff who will be involved in the project. 

 

The agenda topics should include:  
1. Construction schedule, which must be submitted within ninety days.  
2. Outline expectations for three weeks’ look ahead schedule reporting and monthly 

updates. 
3. Outline expectations for how the schedule of values must be approved before the first 

pay application can be submitted and discuss how the owner's allowance is to be shown 
on the schedule of values, as well as how it will be used for AEDs. 

4. Discuss phasing (if applicable). 
5. Discuss moving coordination.  
6. Discuss PG&E and EBMUD applications (if applicable). 
7. Discuss trailer location, keys, and temporary codes needed (intrusion and fire alarm). 
8. Discuss procedures for working on new and existing fire alarm and intrusion systems. 

Provide contact names and numbers. 
9. Provide an emergency contact list for both the contractor and district personnel. 
10. Review expectations for the submittal process per specification. 
11. Review expectations for the RFI process and format. 
12. Review expectations for the AED/PCO process and format. 
13. Review expectations for the inspection request process. 
14. Review expectations for pay application processing and labor contribution check process 

(dates to submit, releases, and certified payroll). The labor contribution check process is 
controlled by the certified payroll coordinator. 
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5.4 | Temporary Keys and Security Codes 
 

Temporary Keys: 
 
The PM/CM/PE will e-mail the deputy chief coordinator a list of keys and quantities of each 
needed. It will take approximately three to four days to get the keys. 
 
The PM/CM/PE will create a transmittal listing what keys the GC received. The GC or their 
representative will sign the transmittal to receive the keys. The PM will remind the GC that they 
must return all supplied keys at the end of the project and will be held responsible for lost or 
stolen keys. 
 
At the end of the project, the PM/CM/PE will gather all keys and compare them to the original 
inventory listed on the transmittal. If all keys are not returned, the PM, with coordination from 
the locksmith, will need to determine if the lost keys are a security issue. The GC may be held 
responsible for all costs incurred from rekeying the site. 
 
Permanent Keys: 
 
For permanent keys associated with new construction, the PM/CM/PE will coordinate with the 
OUSD locksmith and GC. Steps include the following: 
 

- Confirm keyway with the OUSD locksmith and coordinate with the GC. Allow up to one 
week. 

- Confirm the biting list with the OUSD locksmith (allow up to 10 business days). 
- Review the hardware list and school floorplan with the OUSD locksmith. During this step 

the PM/CM/PE will be assigning the different keys to the different spaces. There may 
also need to be coordination with the site administrator regarding how to key certain 
spaces (allow up to two weeks).  

- When ready, the OUSD locksmith will provide a letter of authorization to be provided to 
the keying contractor.  

 
At the end of the project, the PM/CM/PE will provide one set of keys for the building to the 
OUSD locksmith shop with the associated transmittal form.  
 
A walk of the site may be required to acclimate the OUSD locksmith to new building/space. 
 
If OUSD locks are required for gates, etc., the PM will coordinate the work with OUSD locksmith. 
Building keys will also be needed for fire department Knox boxes installed on site. Coordinate 
with B&D to have chains welded to the gates 
 
Security Codes: 
 
Before any work begins on the fire alarm or intrusion systems, the PM/CM/PE needs to get 
temporary codes for the GC. These codes can be acquired through the B&G alarm division.  
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The PM/CM/PE will initiate the code request seven-days in advance via an e-mail to the alarm 
shop. The PM/CM/PE will copy the alarm shop. The e-mail will serve as the transmittal request. 
In the e-mail, the PM/CM/PE should indicate who the code is for, what the code is for, what site, 
and for how long the code is needed. 
 
Once confirmed by the alarm shop, the PM/CM/PE will respond via e-mail with a calendar 
reminder of the date codes are expected to be deleted (likely at the end of the project). At the 
end of the project, the PM will coordinate with the alarm shop on whether to extend the code 
or terminate access.  
 

  



 
 

Pa
ge

10
7 

 

5.5 | Schedule Development and Updating 
 

Purpose:  

The purpose of this section is to be able to accurately track a project’s schedule and complete the 
project on time and within budget.  

1. At the beginning of the project, the PM/CM/PE should set up a meeting with Facilities 
leadership to determine a preliminary project schedule. Once that preliminary schedule is 
generated, it should be included in the RFP/Q process for selecting an architect. After an 
architect/engineer has been selected, the PM should conduct a meeting with the program 
manager and facilities leadership for refinement of the preliminary schedule. All schedules 
should include at a minimum all significant activities which would typically include:  

a. Onboarding of an architect,  
b. environment site assessments, and other pre-design/pre-construction consultants,  
c. site acquisition,  
d. schematic design,  
e. design development,  
f. construction drawings,  
g. minimum two-week review period by the district (B&G) at the end of each phase,  
h. constructability review prior to DSA submission,  
i. DSA submittal and review period,  
j. DSA backcheck,  
k. bidding process (including advertising, pre-bid walk, bid, bid review),  
l. contracting time allowance,  
m. notice to proceed,  
n. construction (as defined by the contract documents),  
o. substantial completion,  
p. punch list,  
q. closeout, and  
r. holidays. 

 
2. No matter the size of the project, each projects needs a detailed project construction schedule 

and contractor narrative monthly. This report needs to be generated and updated by the GC 
monthly per the specifications under scheduling update procedure. This monthly update is also 
tied to the monthly pay application, which will not be approved without the schedule update. 
This is also stated in the specifications. As per the specifications, the submitted schedule should 
be either Microsoft Projects or Primavera P6 native format and submitted in PDF. The GC is 
required to submit an updated schedule with each pay application. The PM/CM/PE, architect 
and IOR need to review the schedule and make sure the percentage complete shown on the 
schedule update matches the pay application. The PM/CM/PE needs to notify the GC in writing 
within 10 days whenever schedule slippage occurs. This written notification should typically 
request a recovery schedule from the GC. 
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3. The PM/CM/PE needs to be thoroughly familiar with the district’s scheduling requirements as 

defined in the general conditions of the front-end documents, section 3.9.1. The PM is 
responsible for making sure the GC strictly complies with this scheduling specification. 
 

4. All time extension requests from the GC must be requested in writing. The request must state 
the reason for the delay, and include supporting schedule “fragments” as detailed in the 
contract documents. The GC shall identify cost impacts to the project due to the extension. The 
request shall be in the format of change order request. The time extension will also need to be 
Board of Education approved via a change order.  
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5.6 | Utility Tie-Ins and Shutdown 
 

Purpose:  

All contractors must make every effort possible to schedule utility shutdowns on non-school days. 
However, when that is not possible the contractor must give the PM/CM/PE at least 48 hours’ notice for 
all shutdowns.  

The contractor will be held responsible for all financial back charges if water is shutdown occurring while 
school is in session last longer than 59 minutes. A mandatory dismissal of the school will occur if water is 
off for 60 minutes. 

Any project involving a new power service, water meter, fire sprinklers, or fire hydrant will involve 
acquiring engineering and permits from PG&E, EBMUD, or phone and internet service provider(s). In 
some cases, these permits will be the responsibility of the GC, but for most projects, it will be the PM’s 
responsibility.  
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5.7 | Weekly Construction Meetings 
 

Meeting minutes are very important and a great management tool for tracking all action items 
issues. They are a critical part of the official record. Minutes are mandatory and need to be taken for 
all project meetings and should be written in a manner that someone not familiar with the project 
can follow the issues. Meeting minutes are a summary of discussions, decisions, and items needing 
action; they are not a written transcript of the meeting. 

At the choice of the PM/CM, the weekly construction meeting minutes may be taken by the 
PM/CM/PE, engineer, or architect. (This responsibility is listed as a task in all architectural 
contracts.) If the architect takes the minutes, the PM/CM/PE is responsible for reviewing them and 
verifying their accuracy. 

Meeting minutes are issued within seventy-two hours of the meeting to all parties and shall include 
all exhibits shared during the meeting. The minutes should be reviewed by attendees with their 
edits returned to the author within twenty-four hours of issuance, so they can be incorporated into 
the final document. Final meeting minutes shall be distributed to all attendees and filed in the 
appropriate project file. 

The meeting minutes format should include a project summary on the first page. The summary 
should include the following items: 

 NTP date 
 Project duration 
 Contract completion date 
 Days elapsed from NTP date 
 Projected completion date 
 Original contract amount 
 Total value of approved change orders or AEDs 
 Current contract amount 
 All attendees (to be updated weekly) 
 Use to track delays, submittals, RFIs, ASIs, etc. 

 

All meeting minutes should track a project’s issues by item number, description, responsible party, 
and date required completion date. A sample meeting template can be found on the G: drive under 
standard forms/meeting minutes. See sample attached. 

In addition to the weekly construction meetings, minutes should be kept for all design, site 
administrator, public agency, utility company, and community meetings. 
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Meeting Minutes Sample: 
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5.8 | Submittals 
 

Submittals are an integral part of the work performed by the contractor in the execution of the contract. 
Submittal review includes the AOR/EOR, CM, and other parties required by the contract documents. 
Most submittals relate to the technical requirements, which may include products, assemblies, and 
samples. Others relate to the administrative requirements, such as the project schedules and schedule 
of values. In all cases, the CM/PM ensures that all submittals are appropriately received, reviewed, and 
tracked. 

Submittals are often an issue on projects, and the OUSD specifications clearly state the general 
contractor is to have all submittals submitted within thirty-days of the NTP. However, many project still 
have submittals delivered months later for site work and miscellaneous products installed at the end of 
a project. The PM/CM/PE must be focused on this requirement as submittals can cause delays in 
ordering materials and potentially delay the project. The CM/PM must also pay close attention to 
substitutions submitted by the GC, as the GC may be looking to save money. If there are savings, The 
District should get credit for them. Additionally, the PM/CM/PE should flag for review any substitutions 
that do not conform to the specifications and confirm with B & G, and Facilities leadership that the 
substitution is an acceptable product. 

The submittals should always be included in the full schedule and linked to the task they affect. They will 
be reviewed and verified during the analysis of the entire project schedule. To alleviate late submittals, 
OUSD will tie itemized submittals to the schedule of values.  

It is the contractor's responsibility to produce submittals in a timely fashion. It is the responsibility of the 
architect and the PM to manage the general contractor and track all submittals to ensure the project will 
not be affected by the late submission. 

Refer to project specifications covering additional information surrounding the specific timeline process 
and information about the CM/PM reviewing before AOR can issue.  

 

Material Substitutions: 

Substitutions may be allowed when the contractor proposes to substitute a previously specified product 
with one of similar or better quality. All substitutions require the review and approval of the District and 
the architect of record. 

No substitutions are allowed until approved in writing by the District. The burden of proof as to the 
quality of any material, process, or article rests with the contractor. The contractor warrants that if 
substitutions are approved: 

 The proposed substitution is equal or superior in all respects to the one originally 
specified. 

 The contractor provides the similar or superior warranties and guarantees for the 
substitute as specified. 

 The contractor is fully responsible for the installation of the substitute. 
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 The contractor is responsible for any re-design costs incurred by the District’s 
acceptance of any substitute. 

 If the contractor proposes to furnish any material, process, or article that is more 
expensive than one originally specified, the contractor bears the difference in cost 
unless otherwise approved in writing by the District. 
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5.9 | Request for Information 
 

A request for information (RFI) is a written request from the contractor for additional information to 
clarify or resolve any issues arising from the contract documents or address issues that have arisen due 
to field conditions. The contractor should discuss with the project inspector any potential solutions and 
recommendations and include them in the RFI. The CM/PM reviews a list of all outstanding RFIs at each 
progress meeting.  

RFIs are critical to tracking issues and cost changes related to a project, which in most cases create an 
AED or PCO. No change orders will be created without some form of written backup, such as an RFI, ASI, 
etc. 

The District does not supply an RFI sample or format. It is up to the contractor to submit a sample of the 
format it will use for approval. The PM should be aware of any contractor that submits excessive RFIs 
since it could be a sign of either a bad design or a GC fishing for an added cost. This problem will most 
likely lead to change orders which the CM/PM must make the District aware of. 

Refer to the project specifications, which cover additional information surrounding specific timelines, 
RFI process, and information about the CM/PM reviewing before AOR issuance. 
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5.10 | Request for Information 
 

On August 26, 2020, the District approved a contract with Colbi Technologies to implement ColbiDocs 
for construction projects. ColbiDocs is an online construction document processing system that replaces 
EADOC as the District's system for document control. The usual construction-related documents, 
including submittals, RFIs, punch lists, and change requests, are organized, tracked, and preserved in this 
cloud-based system. In addition to simple file storage and retrieval, ColbiDocs will preserve every 
change and comment with easy access and version control. 

One of the system's benefits is its ability to customize workflow procedures and logs in the system to 
meet the project-by-project needs of OUSD. With role-based security, documents are routed to the 
appropriate persons for processing and approvals. Once a project is ready to be initiated in ColbiDocs, 
the project team will prepare a draft preconstruction packet for the District's review and approval. 

 

ColbiDocs is required for construction projects with contract value of $5 million or more. For 
construction project contracts under $5 million, the PM/CM/PE should confirm with the executive 
director of Facilities Planning & Management whether ColbiDocs should be used.  

Colbi Technologies will provide training to the construction project team prior to the start of 
construction. 
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The following attachments are preconstruction forms for ColbiDocs. 
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5.11 | Change Management 
 

Change orders record and authorize changes in the contract scope, amount, or duration. The CM is 
responsible for ensuring that the administration of changes in the work follows the prescribed contract 
provisions. 
 
Proposed Change Orders: 
A proposed change order (PCO) is a written request that the contractor prepares to request that the 
District issue a change order (CO) based upon a proposed change to the work, and in any situation 
where the contractor believes a change in the work has occurred. Every PCO that the District approves 
will become part of a CO. 
 
The contractor provides the PCO on District-approved forms and includes backup documentation to 
support any additions, deletions, time extensions, or revisions in the work, including a detailed cost 
breakdown validating a proposed adjustment to the contract amount. The contractor submits drawings 
and specifications as necessary to illustrate the reasoning for a PCO. 
 
Change Reason Code: 

Every PCO must include the reason for the change. There are four different reason codes.  
 Unforeseen condition that could not have been reasonably known or investigated 

without destructive testing.  
 Owner-initiated request.  
 DSA or Agency Having Jurisdiction that requests a modification to the project.  
 Design deficiencies resulting from Errors by the design team. 
 Design deficiencies resulting from Omissions by the design team. 

 
Allowance Expenditure Directives - Construction Services (No BOE Approval Required): 

1. The contractor submits a PCO with scope, cost, hourly rates, and schedule impacts 
within 5 working days of encountering changed conditions. 

2. The PM/CM/PE and AOR confirm entitlement. 
3. The District’s estimator develops estimates for PCOs in excess of a $5,000. 
4. The PM/CM/PE negotiates costs, if necessary. 
5. The PM/CM/PE issues AED (use the AED District Standard AED form). 
6. Approval is required from the executive director of Facilities Planning & Management 

and deputy chief of Facilities Planning & Management. 
7. Once all approvals are received, the contractor proceeds with the work. 

Change Order Process: 
The PM/CM/PE and the contractor meet to review the PCO. Once the contractor and PM/CM reach an 
agreement on proposed changes to the contract’s cost or time, the PM/CM/PE prepares a CO package 
for District review and approval. PCOs and COs missing adequate backup documentation will not be 
processed. 
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 Change order packages include the following documentation: 
1. Change order approval form (signatory page) 
2. Proposed change order approval form (PCO) with signatures 
3. Cost proposals from the contractor 
4. Cost estimate review and sign off by the District’s cost estimator for all costs over $5,000 
5. Request for information (if any) 

 

 Board Approval is required if the CO amount exceeds 10% of contract value but all COs needs to be 
ratified by the Board. 

 
 The contacts and bid specialist submits COs to the BOE for approval. Once approval is received, the 

CM is responsible for notifying the contractor and distributing the approved CO documents to the 
project team. Once the Board approves the CO, contractor may include the CO in their next 
payment application.  

 
Unilateral Change Order: 

The District may issue a unilateral change order in the absence of agreement on the terms of a change order. 
If there is partial agreement on a PCO, the CM may issue a CO for those portions of the PCO upon which 
the contractor and the CM have mutually agreed. The resolution of any dispute about the sum of the 
unilateral change order or timing of payment follows the contractual payment provisions and the claims 
and dispute resolution process. 

 
Professional Services (additional services less than 10% of the contract value): 

1. After encountering a changed condition, the vendor submits an additional services request with scope, 
cost, and schedule impacts described. 

2. The PM/CM/PE confirms entitlement. 
3. The PM/CM negotiate costs. 
4. Approval is required from the executive director of Facilities Planning & Management. 
5. The vendor proceeds with the work. 
6. BOE approval may be necessary depending on the scope of work. (The executive will identify when this 

is required.) 
 

Change Order / Additional Services in Excess of 10% of the Contract Value: 

1. After encountering a changed condition, the vendor submits a potential change order (PCO) or 
additional services request with scope, cost, and schedule impacts described. PCOs should be inclusive 
of RFIs, ASIs, bulletins, and/or addendums. 

2. The PM/CM confirms entitlement. 
3. The District’s estimator develops estimates for PCOs in excess of a $5,000. 
4. The PM/CM negotiates costs. 
5. The PM/CM/PE issues the change order. 
6. The PM/CM/PE submits the change order to OUSD legal counsel. 
7. The PM/CM/PE logs the change request. 
8. OUSD legal counsel reviews and returns comments to the PM/CM/PE to prepare change orders. 
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9. Approval is required from the executive director of Facilities Planning & Management. 
10. Approval is required from the deputy chief of Facilities Planning & Management. 
11. The contracts and bids specialist prepares BOE transmittal. 
12. The BOE approves the COs. 
13. Once approvals are finalized, the contractor proceeds with the work. 

If a change order exceeds 50% of the contract value, a new contract is required.  

See  PCO, AEDs, CO templates attached 
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ALLOWANCE EXPENDITURE DIRECTIVE No.  ___ 

 
 
 
 
PROJECT: _____________ Project  DATE: ______________, 20___         
 _____________ School DSA FILE NO.:      __-_______ 
        DSA APP NO.:      __-_______    
OWNER:           OAKLAND UNIFIED SCHOOL DISTRICT  OUSD PROJECT #:  _______  
CONTRACTOR:  _____________ PROJECT MANAGER:  ________ 
                            ______________ 
                           ____________, CA ________ 
       

If not previously directed, the Contractor is hereby directed to perform the Work described in this 
allowance expenditure directive and its attachments, including but not limited to the Summary, the 
relevant CORs or PCOs, and the backup documentation for the CORs or PCOs.  Any request for a time 
extension for such work must be separately processed via contract procedures and a change order. 

 
DESCRIPTION OF AGREED CHANGES IN WORK (specifically refer to attached pages or incorporated 
documents, such as CORs or PCOs, or include a detailed description of the changes):  
___________________________________________________________________________ 
___________________________________________________________________________  
 
AGREED ALLOWANCE EXPENDITURE FOR THIS WORK:  $_____________ 
 
SUMMARY OF ADJUSTMENTS TO ALLOWANCE: 

Original Amount of Allowance:     
 $_____________________ 

Board-Approved Changes to Allowance:    $_____________________ 
Previous Allowance Expenditure Directives:    $_____________________ 
This Allowance Expenditure Directive:    $_____________________ 
Remaining Amount of Allowance:     $_____________________ 

 
THE COMPENSATION SET FORTH IN THIS DIRECTIVE COMPRISES THE TOTAL COMPENSATION 
DUE THE CONTRACTOR UPON COMPLETION OF THE WORK DESCRIBED, INCLUDING EXTRA 
WORK, AND IMPACT ON UNCHANGED WORK.  ACCEPTANCE BY CONTRACTOR OF THIS 
DIRECTIVE CONSTITUTES A FULL AND COMPLETE ACCORD AND SATISFACTION OF ANY AND ALL 
CLAIMS BY CONTRACTOR ARISING OUT OF OR RELATING TO THE WORK AND ISSUES COVERED 
BY THE DIRECTIVE, INCLUDING BUT NOT LIMITED TO CLAIMS FOR CONTRACT BALANCE AND 
RETENTION, EXTENDED FIELD, HOME OFFICE OR OTHER OVERHEAD, ALL ACCELERATION, 
IMPACT, DISRUPTION AND DELAY DAMAGES, ANY AND ALL OTHER DIRECT AND/OR INDIRECT 
COSTS, CLAIMS BY SUBCONTRACTORS AND SUPPLIERS, AND ANY AND ALL OTHER CLAIMS 
AGAINST THE OWNER FOR MONEY, FROM ANY SOURCE AND UNDER ANY LEGAL THEORY 
WHATSOEVER, AS TO THE SUBJECT OF THIS DIRECTIVE.  NO SIGNATURE UNDER PROTEST OR 
ACCOMPANIED BY RESERVATION OF RIGHTS OR PROTEST LANGUAGE, OR ANY OTHER 
ATTEMPTS TO AVOID SUCH WAIVER SHALL BE OF ANY FORCE OR EFFECT WHATSOEVER.  NO 
ADDITIONS OR DELETIONS TO THIS DIRECTIVE SHALL BE ALLOWED, EXCEPT WITH WRITTEN 
PERMISSION OF OWNER.  NO LANGUAGE CONTAINED IN BACKUP MATERIAL TO THIS DIRECTIVE 
SHALL CONSTITUTE A WAIVER OF THIS REQUIREMENT, AND SUCH BACKUP MATERIAL SHALL 
BE INTERPRETED AS THOUGH SUCH LANGUAGE DOES NOT EXIST.  
 
AS TO THE SCOPE OF THIS DIRECTIVE, CONTRACTOR EXPRESSLY UNDERSTANDS AND AGREES 
TO WAIVE THE PROVISIONS OF, AND ALL RIGHTS AND BENEFITS AFFORDED BY, CALIFORNIA 
CIVIL CODE SECTION 1542, WHICH PROVIDES IN FULL AS FOLLOWS: 
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A GENERAL RELEASE DOES NOT EXTEND TO CLAIMS THAT THE CREDITOR OR 
RELEASING PARTY DOES NOT KNOW OR SUSPECT TO EXIST IN HIS OR HER 
FAVOR AT THE TIME OF EXECUTING THE RELEASE, AND THAT, IF KNOWN BY HIM 
OR HER, WOULD HAVE MATERIALLY AFFECTED HIS OR HER SETTLEMENT WITH 
THE DEBTOR OR RELEASED PARTY. 

 
This Allowance Expenditure Directive is hereby agreed to, accepted, and approved by the Parties, and will 
be binding and enforceable. 
 
 

 
 

Reviewed by: 

_________________________ 

Project Manager 

Date: 

 

Approved:  

Architect of Record 

_________________________ 

 

Date: 

Approved and Agreed:  

General Contractor   

_______________________ 

Date:  

Approved and Agreed:  

_______________________________ 

Director of Facilities 

 

Date: 

 

 

_________________________________ 

Deputy Chief, Facilities 

 

Date:  
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ALLOWANCE EXPENDITURE DIRECTIVE No.  ___ 

For the _____________ [insert name of allowance] ALLOWANCE 

 
Lease-Leaseback Lump-Sum Contract 

 
 
PROJECT: _____________ Project  DATE: ______________, 20___         
 _____________ School 
        DSA FILE NO.:      __-_______    
OWNER:           OAKLAND UNIFIED SCHOOL DISTRICT  DSA APP NO.:       __-______  
CONTRACTOR:  _____________ OUSD PROJECT #:  ________ 
    _____________ PROJECT MANAGER: _________  
   ____________, CA 9_____  
       

If not previously directed, the Contractor is hereby directed to perform the Work described in this 
allowance expenditure directive and its attachments, including but not limited to the Summary, the 
relevant CORs or PCOs, and the backup documentation for the CORs or PCOs.  Any request for a time 
extension for such work must be separately processed via contract procedures and a change order. 

 
DESCRIPTION OF AGREED CHANGES IN LLB WORK (specifically refer to attached pages or 
incorporated documents, such as CORs or PCOs, or include a detailed description of the changes):  
___________________________________________________________________________ 
___________________________________________________________________________  
 
AGREED ALLOWANCE EXPENDITURE FOR THIS LLB WORK:  $_____________ 
 
SUMMARY OF ADJUSTMENTS TO LLB ALLOWANCE: 

Original Amount of Allowance:     
 $_____________________ 

Board-Approved Changes to Allowance:    $_____________________ 
Previous Allowance Expenditure Directives:   $_____________________ 
This Allowance Expenditure Directive:    $_____________________ 
Remaining Amount of Allowance:     $_____________________ 

 
THE COMPENSATION SET FORTH IN THIS DIRECTIVE COMPRISES THE TOTAL COMPENSATION 
DUE THE CONTRACTOR UPON COMPLETION OF THE WORK DESCRIBED, INCLUDING EXTRA 
WORK, AND IMPACT ON UNCHANGED WORK.  ACCEPTANCE BY CONTRACTOR OF THIS 
DIRECTIVE CONSTITUTES A FULL AND COMPLETE ACCORD AND SATISFACTION OF ANY AND ALL 
CLAIMS BY CONTRACTOR ARISING OUT OF OR RELATING TO THE WORK AND ISSUES COVERED 
BY THE DIRECTIVE, INCLUDING BUT NOT LIMITED TO CLAIMS FOR CONTRACT BALANCE AND 
RETENTION, EXTENDED FIELD, HOME OFFICE OR OTHER OVERHEAD, ALL ACCELERATION, 
IMPACT, DISRUPTION AND DELAY DAMAGES, ANY AND ALL OTHER DIRECT AND/OR INDIRECT 
COSTS, CLAIMS BY SUBCONTRACTORS AND SUPPLIERS, AND ANY AND ALL OTHER CLAIMS 
AGAINST THE OWNER FOR MONEY, FROM ANY SOURCE AND UNDER ANY LEGAL THEORY 
WHATSOEVER, AS TO THE SUBJECT OF THIS DIRECTIVE.  NO SIGNATURE UNDER PROTEST OR 
ACCOMPANIED BY RESERVATION OF RIGHTS OR PROTEST LANGUAGE, OR ANY OTHER 
ATTEMPTS TO AVOID SUCH WAIVER SHALL BE OF ANY FORCE OR EFFECT WHATSOEVER.  NO 
ADDITIONS OR DELETIONS TO THIS DIRECTIVE SHALL BE ALLOWED, EXCEPT WITH WRITTEN 
PERMISSION OF OWNER.  NO LANGUAGE CONTAINED IN BACKUP MATERIAL TO THIS DIRECTIVE 
SHALL CONSTITUTE A WAIVER OF THIS REQUIREMENT, AND SUCH BACKUP MATERIAL SHALL 
BE INTERPRETED AS THOUGH SUCH LANGUAGE DOES NOT EXIST.  
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AS TO THE SCOPE OF THIS DIRECTIVE, CONTRACTOR EXPRESSLY UNDERSTANDS AND AGREES 
TO WAIVE THE PROVISIONS OF, AND ALL RIGHTS AND BENEFITS AFFORDED BY, CALIFORNIA 
CIVIL CODE SECTION 1542, WHICH PROVIDES IN FULL AS FOLLOWS: 

A GENERAL RELEASE DOES NOT EXTEND TO CLAIMS THAT THE CREDITOR OR 
RELEASING PARTY DOES NOT KNOW OR SUSPECT TO EXIST IN HIS OR HER 
FAVOR AT THE TIME OF EXECUTING THE RELEASE, AND THAT, IF KNOWN BY HIM 
OR HER, WOULD HAVE MATERIALLY AFFECTED HIS OR HER SETTLEMENT WITH 
THE DEBTOR OR RELEASED PARTY. 

 
This Allowance Expenditure Directive is hereby agreed to, accepted, and approved by the Parties, and will 
be binding and enforceable. 
 
 

                                                                                                            
 
 

Reviewed by: 

_________________________ 

Project Manager 

Date: 

 

Approved:  

Architect of Record 

_________________________ 

 

Date: 

Approved and Agreed:  

General Contractor   

_______________________ 

Date:  

Approved and Agreed:  

_______________________________ 

Director of Facilities 

Date: 

 

_________________________________ 

Deputy Chief, Facilities 

 

Date:  
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ALLOWANCE EXPENDITURE DIRECTIVE NO.  ___ 

For the _____________ [insert name of allowance] ALLOWANCE 

Design-Bid-Build Contract 
 
 
PROJECT: _____________ Project  DATE: ______________, 20___         
 _____________ School DSA FILE NO.:      __-_______ 
        DSA APP NO.:      __-_______    
OWNER:           OAKLAND UNIFIED SCHOOL DISTRICT  OUSD PROJECT #:  _______  
CONTRACTOR:  _____________ PROJECT MANAGER:  ________ 
       

If not previously directed, the Contractor is hereby directed to perform the Work described in this 
allowance expenditure directive and its attachments, including but not limited to the Summary, the 
relevant CORs or PCOs, and the backup documentation for the CORs or PCOs.  Any request for a time 
extension for such work must be separately processed via contract procedures and a change order. 

 
DESCRIPTION OF AGREED CHANGES IN WORK (specifically refer to attached pages or incorporated 
documents, such as CORs or PCOs, or include a detailed description of the changes):  
___________________________________________________________________________ 
___________________________________________________________________________  
 
AGREED ALLOWANCE EXPENDITURE FOR THIS WORK:  $_____________ 
 
SUMMARY OF ADJUSTMENTS TO ALLOWANCE: 

Original Amount of Allowance:     
 $_____________________ 

Board-Approved Changes to Allowance:    $_____________________ 
Previous Allowance Expenditure Directives:   $_____________________ 
This Allowance Expenditure Directive:    $_____________________ 
Remaining Amount of Allowance:     $_____________________ 

 
THE COMPENSATION SET FORTH IN THIS DIRECTIVE COMPRISES THE TOTAL COMPENSATION 
DUE THE CONTRACTOR UPON COMPLETION OF THE WORK DESCRIBED, INCLUDING EXTRA 
WORK, AND IMPACT ON UNCHANGED WORK.  ACCEPTANCE BY CONTRACTOR OF THIS 
DIRECTIVE CONSTITUTES A FULL AND COMPLETE ACCORD AND SATISFACTION OF ANY AND ALL 
CLAIMS BY CONTRACTOR ARISING OUT OF OR RELATING TO THE WORK AND ISSUES COVERED 
BY THE DIRECTIVE, INCLUDING BUT NOT LIMITED TO CLAIMS FOR CONTRACT BALANCE AND 
RETENTION, EXTENDED FIELD, HOME OFFICE OR OTHER OVERHEAD, ALL ACCELERATION, 
IMPACT, DISRUPTION AND DELAY DAMAGES, ANY AND ALL OTHER DIRECT AND/OR INDIRECT 
COSTS, CLAIMS BY SUBCONTRACTORS AND SUPPLIERS, AND ANY AND ALL OTHER CLAIMS 
AGAINST THE OWNER FOR MONEY, FROM ANY SOURCE AND UNDER ANY LEGAL THEORY 
WHATSOEVER, AS TO THE SUBJECT OF THIS DIRECTIVE.  NO SIGNATURE UNDER PROTEST OR 
ACCOMPANIED BY RESERVATION OF RIGHTS OR PROTEST LANGUAGE, OR ANY OTHER 
ATTEMPTS TO AVOID SUCH WAIVER SHALL BE OF ANY FORCE OR EFFECT WHATSOEVER.  NO 
ADDITIONS OR DELETIONS TO THIS DIRECTIVE SHALL BE ALLOWED, EXCEPT WITH WRITTEN 
PERMISSION OF OWNER.  NO LANGUAGE CONTAINED IN BACKUP MATERIAL TO THIS DIRECTIVE 
SHALL CONSTITUTE A WAIVER OF THIS REQUIREMENT, AND SUCH BACKUP MATERIAL SHALL 
BE INTERPRETED AS THOUGH SUCH LANGUAGE DOES NOT EXIST.  
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AS TO THE SCOPE OF THIS DIRECTIVE, CONTRACTOR EXPRESSLY UNDERSTANDS AND AGREES 
TO WAIVE THE PROVISIONS OF, AND ALL RIGHTS AND BENEFITS AFFORDED BY, CALIFORNIA 
CIVIL CODE SECTION 1542, WHICH PROVIDES IN FULL AS FOLLOWS: 

A GENERAL RELEASE DOES NOT EXTEND TO CLAIMS THAT THE CREDITOR OR 
RELEASING PARTY DOES NOT KNOW OR SUSPECT TO EXIST IN HIS OR HER 
FAVOR AT THE TIME OF EXECUTING THE RELEASE, AND THAT, IF KNOWN BY HIM 
OR HER, WOULD HAVE MATERIALLY AFFECTED HIS OR HER SETTLEMENT WITH 
THE DEBTOR OR RELEASED PARTY. 

 
This Allowance Expenditure Directive is hereby agreed to, accepted, and approved by the Parties, and will 
be binding and enforceable. 

                                                                                                             
 
 

Reviewed: 

_________________________ 

Project Manager 

Date:   

Approved:  

Architect of Record 

_________________________ 

Date: 

Approved and Agreed:  

General Contractor     

_______________________ 

Date:  

Approved and Agreed:  

_______________________________ 

Director of Facilities 

Date: 

 

_________________________________ 

Deputy Chief of Facilities 

Date:  

Approved:  Electrical  or 
Structural Engineer     
_________________________ 

Date: 

Approved: Mechanical Engineer 

________________________ 

Date:  

Approved: Div. of the State Architect      

Date: 
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CHANGE ORDER No.  ___ 

Design-Bid-Build Contract 
 
 
 
PROJECT: _____________ Project  DATE: ______________, 20___         
 _____________ School 
        DSA FILE NO.:      __-_______    
OWNER:   OAKLAND UNIFIED SCHOOL DISTRICT  DSA APP NO.:       __-______  
CONTRACTOR:  _____________ OUSD PROJECT #:  ________ 
    _____________ PROJECT MANAGER: _________  
   ____________, CA 9_____   
 
 

If not previously directed, the Contractor is hereby directed to perform the Work described in this change 
order and its attachments, including but not limited to the Summary, the relevant CORs or PCOs, and the 
backup documentation for the CORs or PCOs. 

 
 
DESCRIPTION OF AGREED CHANGES IN WORK (specifically refer to attached pages or incorporated 
documents, such as CORs or PCOs):  
___________________________________________________________________________ 
___________________________________________________________________________  
 
OTHER AGREED CHANGES TO THE CONTRACT:  ________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________  
 
 
AGREED ADJUSTMENT TO CONTRACT PRICE IN THIS CHANGE ORDER:  $_____________ 
 
AGREED ADJUSTMENT TO CONTRACT TIME IN THIS CHANGE ORDER:  ______ calendar days 
 
AGREED ADJUSTMENT TO TIME FOR THE __________MILESTONE DEADLINE IN THIS CHANGE 
ORDER:  ______ calendar days 
 
 
 
SUMMARY OF ADJUSTMENTS TO CONTRACT PRICE: 

Original Contract Price (including all specific allowances and  
any general contingency allowance):    $_____________________ 

Total of Prior Change Orders’ Adjustments:     + $_____________________ 
Total Contract Price Prior to this Change Order:    = $_____________________ 
This Change Order’s Adjustment:       +

 $_____________________ 
New Contract Price (including all allowances):    = $_____________________ 
 
Current Change Order’s Percentage of Original Contract Price:    ______% 
Total Change Orders’ Percentage of Original Contract Price:   ______%   

 
NOTE:  Any unspent allowance amounts (including any general contingency allowance) shall be retained by the Owner at 
the end of the Contract.  To process an allowance expenditure, use the Allowance Expenditure Directive form, which 
requires signatures of Contractor and Owner, but does not require Board approval. 
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SUMMARY OF ADJUSTMENTS TO CONTRACT TIME FOR COMPLETION:  

Original Contract Time:        
 _______ Calendar Days 

Time extensions granted in prior change orders:     + _______ Calendar Days 
Time extension granted in this change order:      + _______ Calendar Days 
Adjusted Contract Time:           =

 _______ Calendar Days 
 
Start date per Notice to Proceed:      

 _____________, 20__ 
Completion Deadline Based on Adjusted Contract Time:   _____________, 20__ 

 
SUMMARY OF ADJUSTMENTS TO TIME FOR THE ____________ MILESTONE DEADLINE:  

[NOTE TO OWNER:  If there is no milestone deadline in the agreement, then delete these lines about milestone 
deadline adjustments.  If there are two or more milestone deadlines in the agreement, then repeat these lines for 
each milestone deadline.  If the time extension granted by this change order applies only to the completion deadline 
(above), then do not include it in these lines about the milestone deadline.] 
Original time for milestone deadline:        

 ______ Calendar Days 
Prior change order adjustments to time for milestone deadline:    + ______ Calendar Days 
This change order’s adjustment to time for milestone deadline:    + ______ Calendar Days 
Adjusted time for milestone deadline:          =

 ______ Calendar Days 
  
Start date per Notice to Proceed:     

 _____________, 20__ 
Milestone Deadline Based on Adjusted Time:     _____________, 20__ 

 
 
THE COMPENSATION (TIME AND COST) SET FORTH IN THIS CHANGE ORDER COMPRISES THE 
TOTAL COMPENSATION DUE THE CONTRACTOR FOR THE CHANGE DEFINED IN THE CHANGE 
ORDER, INCLUDING EXTRA WORK AND IMPACT ON UNCHANGED WORK.  ACCEPTANCE OF THIS 
CHANGE ORDER CONSTITUTES A FULL AND COMPLETE ACCORD AND SATISFACTION OF ANY 
AND ALL CLAIMS BY CONTRACTOR ARISING OUT OF OR RELATING TO THE WORK AND ISSUES 
COVERED BY THE CHANGE ORDER, INCLUDING BUT NOT LIMITED TO CLAIMS FOR CONTRACT 
BALANCE AND RETENTION, TIME, EXTENDED FIELD, HOME OFFICE OR OTHER OVERHEAD, ALL 
ACCELERATION, IMPACT, DISRUPTION AND DELAY DAMAGES, ANY AND ALL OTHER DIRECT 
AND/OR INDIRECT COSTS, CLAIMS BY SUBCONTRACTORS AND SUPPLIERS, AND ANY AND ALL 
OTHER CLAIMS AGAINST THE OWNER FOR TIME OR MONEY, FROM ANY SOURCE AND UNDER 
ANY LEGAL THEORY WHATSOEVER, AS TO THE SUBJECT OF THIS CHANGE ORDER.  NO 
SIGNATURE UNDER PROTEST OR ACCOMPANIED BY RESERVATION OF RIGHTS OR PROTEST 
LANGUAGE, OR ANY OTHER ATTEMPTS TO AVOID SUCH WAIVER SHALL BE OF ANY FORCE OR 
EFFECT WHATSOEVER.  NO ADDITIONS OR DELETIONS TO THIS CHANGE ORDER SHALL BE 
ALLOWED, EXCEPT WITH WRITTEN PERMISSION OF OWNER.  NO LANGUAGE CONTAINED IN 
BACKUP MATERIAL TO ANY CHANGE ORDER SHALL CONSTITUTE A WAIVER OF THIS 
REQUIREMENT, AND SUCH BACKUP MATERIAL SHALL BE INTERPRETED AS THOUGH SUCH 
LANGUAGE DOES NOT EXIST.  
 
AS TO THE SCOPE OF THIS CHANGE ORDER, CONTRACTOR EXPRESSLY UNDERSTANDS AND 
AGREES TO WAIVE THE PROVISIONS OF, AND ALL RIGHTS AND BENEFITS AFFORDED BY, 
CALIFORNIA CIVIL CODE SECTION 1542, WHICH PROVIDES IN FULL AS FOLLOWS: 

A GENERAL RELEASE DOES NOT EXTEND TO CLAIMS THAT THE CREDITOR OR 
RELEASING PARTY DOES NOT KNOW OR SUSPECT TO EXIST IN HIS OR HER 
FAVOR AT THE TIME OF EXECUTING THE RELEASE, AND THAT, IF KNOWN BY HIM 
OR HER, WOULD HAVE MATERIALLY AFFECTED HIS OR HER SETTLEMENT WITH 
THE DEBTOR OR RELEASED PARTY. 
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This Change Order is hereby agreed to, accepted, and approved, and will be binding and enforceable upon 
approval by the Owner’s governing body.  
 
 
 
 
 
 
Approved as to Form: 
 
__________________________________    _______________ 
OUSD Facilities Counsel        Date 

                                                                                                             
 

Approved:  

Architect of Record 

_________________________ 

 

Date: 

Approved and Agreed:  

General Contractor 

_______________________ 

 

Date:  

Approved and Agreed:  

 

_______________________________ 

Director of Facilities 

Date: 

 

_________________________________ 

Deputy Chief of Facilities 

 

Date:  

 

_________________________________                           ____________ 

 Shanthi Gonzales, President                                                  Date 

Board of Education 

 

 

_________________________________                          _____________ 

Kyla Johnson-Trammell, Secretary   Date 

Superintendent, Board of Education 
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CHANGE ORDER No.  ___ 

Lease-Leaseback Lump-Sum Contract 
 
 
 
PROJECT: _____________ Project  DATE: ______________, 20___         
 _____________ School 
        DSA FILE NO.:      __-_______    
OWNER:    OAKLAND UNIFIED SCHOOL DISTRICT  DSA APP NO.:       __-______  
CONTRACTOR:  _____________ OUSD PROJECT #:  ________ 
    _____________ PROJECT MANAGER: _________  
   ____________, CA 9_____   
 
 

If not previously directed, the Contractor is hereby directed to perform the Work described in this change 
order and its attachments, including but not limited to the Summary, the relevant CORs or PCOs, and the 
backup documentation for the CORs or PCOs. 

 
 
DESCRIPTION OF AGREED CHANGES IN LLB WORK (specifically refer to attached pages or 
incorporated documents, such as CORs or PCOs):  
___________________________________________________________________________ 
___________________________________________________________________________  
 
OTHER AGREED CHANGES TO THE LLB CONTRACT:  ________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________  
 
 
 
AGREED ADJUSTMENT TO LLB CONTRACT PRICE IN THIS CHANGE ORDER:  $_____________ 
 
AGREED ADJUSTMENT TO LLB CONTRACT TIME IN THIS CHANGE ORDER:  ______ calendar days 
 
AGREED ADJUSTMENT TO LLB TIME FOR THE __________MILESTONE DEADLINE IN THIS 
CHANGE ORDER:  ______ calendar days 
 
 
 
SUMMARY OF ADJUSTMENTS TO LLB CONTRACT PRICE: 

Original Contract Price (including all specific allowances and  
any general contingency allowance):    $_____________________ 

Total of Prior Change Orders’ Adjustments:     + $_____________________ 
Total Contract Price Prior to this Change Order:    = $_____________________ 
This Change Order’s Adjustment:       +

 $_____________________ 
New Contract Price (including all allowances):    = $_____________________ 
 
Current Change Order’s Percentage of Original Contract Price:    ______% 
Total Change Orders’ Percentage of Original Contract Price:   ______%   

 
NOTE:  Any unspent allowance amounts (including any general contingency allowance) shall be retained by the Owner at 
the end of the Contract.  To process an allowance expenditure, use the Allowance Expenditure Directive form, which 
requires signatures of Contractor and Owner, but does not require Board approval. 
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SUMMARY OF ADJUSTMENTS TO LLB CONTRACT TIME FOR COMPLETION:  

Original Contract Time:        
 _______ Calendar Days 

Time extensions granted in prior change orders:     + _______ Calendar Days 
Time extension granted in this change order:      + _______ Calendar Days 
Adjusted Contract Time:           =

 _______ Calendar Days 
 
Start date per Notice to Proceed:      

 _____________, 20__ 
Completion Deadline Based on Adjusted Contract Time:   _____________, 20__ 

 
 
 
SUMMARY OF ADJUSTMENTS TO LLB TIME FOR THE ____________ MILESTONE DEADLINE:  

[NOTE TO OWNER:  If there is no milestone deadline in the agreement, then delete these lines about milestone 
deadline adjustments.  If there are two or more milestone deadlines in the agreement, then repeat these lines for 
each milestone deadline.  If the time extension granted by this change order applies only to the completion deadline 
(above), then do not include it in these lines about the milestone deadline.] 
Original time for milestone deadline:        

 ______ Calendar Days 
Prior change order adjustments to time for milestone deadline:    + ______ Calendar Days 
This change order’s adjustment to time for milestone deadline:    + ______ Calendar Days 
Adjusted time for milestone deadline:          =

 ______ Calendar Days 
  
Start date per Notice to Proceed:     

 _____________, 20__ 
Milestone Deadline Based on Adjusted Time:     _____________, 20__ 

 
 
 
THE COMPENSATION (TIME AND COST) SET FORTH IN THIS CHANGE ORDER COMPRISES THE 
TOTAL COMPENSATION DUE THE CONTRACTOR FOR THE CHANGE DEFINED IN THE CHANGE 
ORDER, INCLUDING EXTRA WORK AND IMPACT ON UNCHANGED WORK.  ACCEPTANCE OF THIS 
CHANGE ORDER CONSTITUTES A FULL AND COMPLETE ACCORD AND SATISFACTION OF ANY 
AND ALL CLAIMS BY CONTRACTOR ARISING OUT OF OR RELATING TO THE WORK AND ISSUES 
COVERED BY THE CHANGE ORDER, INCLUDING BUT NOT LIMITED TO CLAIMS FOR CONTRACT 
BALANCE AND RETENTION, TIME, EXTENDED FIELD, HOME OFFICE OR OTHER OVERHEAD, ALL 
ACCELERATION, IMPACT, DISRUPTION AND DELAY DAMAGES, ANY AND ALL OTHER DIRECT 
AND/OR INDIRECT COSTS, CLAIMS BY SUBCONTRACTORS AND SUPPLIERS, AND ANY AND ALL 
OTHER CLAIMS AGAINST THE OWNER FOR TIME OR MONEY, FROM ANY SOURCE AND UNDER 
ANY LEGAL THEORY WHATSOEVER, AS TO THE SUBJECT OF THIS CHANGE ORDER.  NO 
SIGNATURE UNDER PROTEST OR ACCOMPANIED BY RESERVATION OF RIGHTS OR PROTEST 
LANGUAGE, OR ANY OTHER ATTEMPTS TO AVOID SUCH WAIVER SHALL BE OF ANY FORCE OR 
EFFECT WHATSOEVER.  NO ADDITIONS OR DELETIONS TO THIS CHANGE ORDER SHALL BE 
ALLOWED, EXCEPT WITH WRITTEN PERMISSION OF OWNER.  NO LANGUAGE CONTAINED IN 
BACKUP MATERIAL TO ANY CHANGE ORDER SHALL CONSTITUTE A WAIVER OF THIS 
REQUIREMENT, AND SUCH BACKUP MATERIAL SHALL BE INTERPRETED AS THOUGH SUCH 
LANGUAGE DOES NOT EXIST.  
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AS TO THE SCOPE OF THIS CHANGE ORDER, CONTRACTOR EXPRESSLY UNDERSTANDS AND 
AGREES TO WAIVE THE PROVISIONS OF, AND ALL RIGHTS AND BENEFITS AFFORDED BY, 
CALIFORNIA CIVIL CODE SECTION 1542, WHICH PROVIDES IN FULL AS FOLLOWS: 

A GENERAL RELEASE DOES NOT EXTEND TO CLAIMS THAT THE CREDITOR OR 
RELEASING PARTY DOES NOT KNOW OR SUSPECT TO EXIST IN HIS OR HER 
FAVOR AT THE TIME OF EXECUTING THE RELEASE, AND THAT, IF KNOWN BY HIM 
OR HER, WOULD HAVE MATERIALLY AFFECTED HIS OR HER SETTLEMENT WITH 
THE DEBTOR OR RELEASED PARTY. 

 
This Change Order is hereby agreed to, accepted, and approved, and will be binding and enforceable upon 
approval by the Owner’s governing body.  
 
Approved as to Form: 
 
__________________________________    _______________ 
OUSD Facilities Counsel        Date 

                                                                                                             
 

Approved:  

Architect of Record 

________________________ 

 

Date: 

Approved and Agreed:  

General Contractor 

_______________________ 

 

Date:  

Approved and Agreed:  

_______________________________ 

Director of Facilities 

Date: 

 

_________________________________ 

Deputy Chief of Facilities 

Date:  

 

 

_____________________________________                         ___________ 

Shanthi Gonzales, President                                                        Date 

Board of Education 

 

_____________________________________                        ____________ 

Kyla Johnson-Trammell, Secretary                                              Date 

Superintendent, Board of Education 
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CHANGE ORDER REQUEST 

(or Proposed Change Order) 
No.  ___ 

 
 
PROJECT: Project  DATE:  
 School 
        DSA FILE NO.:      __-_______    
OWNER: OAKLAND UNIFIED SCHOOL DISTRICT  DSA APP NO.:       __-______  
CONTRACTOR:   OUSD PROJECT #:  
     PROJECT MANAGER:  
       
 
 

Contractor hereby submits this Change Order Request (“COR”) pursuant to the contract documents, 
including but not limited to General Conditions sections 4.5.1, 4.5.2, 7.6, 7.7, 8.4.1, and 8.4.2.   

 
 
DESCRIPTION OF PROPOSED CHANGES IN WORK (specifically refer to attached pages or 
incorporated documents):   
___________________________________________________________________________  
 
OTHER PROPOSED CHANGES TO THE CONTRACT:   
___________________________________________________________________________ 
___________________________________________________________________________  
 
 
PROPOSED ADJUSTMENT TO CONTRACT PRICE:   
 
PROPOSED ADJUSTMENT TO CONTRACT TIME:  0 calendar days 
 
 
 

* * * * * * * * * * * 
 
 

CERTIFICATION 
 
I, _____ [name of declarant/contractor], declare the following: 
 
_______ [Contractor company name] has contracted with ____ [public entity name] for the 
______________ Contract (“Contract”).  ____________________ [Contractor company name] authorized 
me to prepare the attached Change Order Request (“COR”) for money and/or time extension for ______ 
[public entity name] regarding this Contract (such COR being dated _________, 20__, and entitled 
___________, and requesting $_________ and/or ___ additional days), and I prepared the attached 
COR.  I am the most knowledgeable person at ______ [Contractor company name] regarding this COR.   
 
The attached COR complies with all laws applicable to submission of a COR, including but not limited to 
California Penal Code section 72, Government Code sections 12650 et seq. (False Claims Act), and 
Business and Professions Code sections 17200 et seq. (Unfair Business Practices Act).  I am aware that 
submission or certification of false claims, or other claims that violate law or the Contract, may lead to 
fines, imprisonment, and/or other serious legal consequences for myself or _____ [Contractor company 
name].   
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The attached COR does not breach the Contract, is not a false claim, does not violate any applicable law, 
satisfies all provisions of the Contract applicable to submission of the COR, only contains truthful and 
accurate supporting data, and only requests money and/or time extensions that accurately reflect the 
adjustments to money and time for which I believe that _______ [public entity name] is responsible under 
its Contract with _______ [Contractor company name].   
 
While preparing this declaration and COR I consulted with others (including attorneys, consultants, or 
others who work for ________ [Contractor company name]) when necessary to ensure that the 
statements were true and correct.  
 
Contractor understands and agrees that any COR submitted without this certification does not meet the 
terms of the Contract Documents; that Owner, or Owner’s representatives, may reject the COR on that 
basis; and that unless Contractor properly and timely files the COR with the certification, Contractor 
cannot further pursue the COR in any forum and all rights to additional money or time for the issues 
covered by the COR are waived due to a condition precedent not having been satisfied.   
 
I declare under the penalty of perjury under the laws of the State of California that the foregoing is true 
and correct.  Executed _________, 20__, at ___________, California. 
 
 
_________________________________ [signature] 
_____________________________ [name of declarant/contractor] 
 
 

Initiated By:  _  _   

Architect of Record Date 

Reviewed By: 

 

Project Manager Date 

Acknowledged By: 

Contractor Date 

OUSD APPROVAL: 

  _  _   

Director of Facilities Date 

OUSD Approval: 

 

Deputy Chief Date 
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6.1 | Project Closeout 
 

To successfully close out a project, the CM/PM must complete the following steps: 

 

 At the beginning of the construction phase, the PM/CM/PM should forward the DSA-102 
contract information form and the DSA-5 project inspector qualification record to the closeout 
coordinator. All DSA forms should be loaded into the project file at the beginning of the project. 

 Project closeout should be discussed at the start of the project, preferably during the pre-
construction meeting. Project closeout will need to be carried as a line item in the OAC meeting 
minutes. 

 When construction (or a phase) is substantially completed and the architect has issued a 
complete punch list, the certificate of substantial completion can be issued by the PM/CM. See 
section 6.2 for process instructions. 

 Once the certificate of substantial completion has been issued, the PM/CM sets a meeting with 
the AOR, project inspector, and contractor to discuss the closeout process and the documents 
required from each entity. During this meeting, the team will review the DSA closeout checklist 
and the project closeout checklist. 

 As soon as the certificate of substantial completion is issued, the PM/CM, contractor, and AOR 
finalize all AEDs, PCOs, and COs. 

 After the contractor has completed all punch list items, a notice of completion (NOC) is filed. See 
Section 6.3 for instructions. 

a. The NOC will not be signed by the deputy chief unless it is accompanied by a letter from 
the AOR stating that all punch list items have been completed by the contractor. 

 Once the NOC has been filed, the PM/CM should collect the as-built drawings, operation & 
maintenance manuals (O&Ms), and warranties from the contractor. The as-built drawings and 
the O&Ms should be reviewed and signed off on by the project inspector and architect. Upon 
acceptance, these are delivered to the documents control specialist for record keeping. See 
Section 6.3 for additional instructions. 

When the items on this list have been completed, and thirty-five (35) calendar days have elapsed from the filing of 
the NOC, the PM can begin releasing partial or full retention monies. 
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6.2 | Certificate of Substantial Completion Procedure 
 

To successfully file the certificate of substantial completion for a project, the CM/PM must complete 
the following steps:  

1. A certificate of substantial completion needs to be prepared and issued by the PM with a 
copy of the complete punch list that has been issued by the architect. 

2. The certificate of substantial completion is to be signed by both the architect and the 
contractor prior to being submitted to the deputy chief for signature. Three wet signed 
copies of the certificate, each with a copy of the punch list, are required for the submittal. 

3. Once the certificate of substantial completion copies have been signed, one copy is sent to 
the contractor, one is sent to the architect, and one is to be filed in the project files. A digital 
copy should also be filed.  

4. The contractor is required to complete all punch list items within thirty-five (35) days of the 
date of the certificate of substantial completion. 
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6.3 | Notice of Completion 
 

1. A notice of completion needs to be issued before retainage can be released. The notice of 
completion form is located on the G: drive at PDATA\Standard Forms\2021 Forms in the Notice 
of Completion NOC folder. 
 

2. The items that need to accompany the NOC are: 
a. The request for signature cover sheet, listing all attachments.  
b. Two copies of the NOC form filled out in their entirety.  
c. The project completion letter and punch lists signed off by the architect (along with any 

special circumstances noted). 
All these items will be submitted in one package to the executive director of Facilities Planning & 
Management for review before they go to the deputy chief for signature. 

 

3. After both NOC copies are signed, the PM/CM/PE will scan a copy into the project file. The two 
originals of the NOC are to be submitted to the contract and bid specialist for delivery to the 
county clerk-recorder. The contract and bid specialist provides the PM with a copy or scan of the 
NOC after it has been stamped and recorded by the county. The county’s recordation of the 
NOC starts the clock on the thirty five (35) days before contractor retainage can be fully 
released. 
 

4. Upon receiving the finalized copy of the NOC, the PM/CM/PE should provide a copy to the 
following project team members: 

 Project accountant 
 Certified payroll manager 
 Local business utilization consultant 

 

5. Note: In some circumstances when the NOC is submitted for signature, it can be noted that not 
all punch list items are completed, but all items will be completed within the thirty (30) days 
before retainage will be released. If these items are not completed in that time frame, then a 
portion of the retainage will be withheld. The standard withholding is 150% of the value of the 
item. Once the item has been completed and signed off on by all parties, the remaining 
retainage will be released.  

 

See the example of the Notice of Completion on the following page.  
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6.4 | DSA Closeout Coordination Procedure 
 

The PM/CM/PE and AOR will collect all documents required for certified closeout by DSA. Closeout 
should begin at the beginning of the project by collecting the following documents: 

 Approval of plans letter.  
 Copies of all DSA-approved addenda. 
 Form DSA-103 structural tests and inspections. 
 DSA-102 contract information document signed by the architect of record, along with a list of 

the subcontractors. 
 DSA-5 inspector qualifications and/or DSA-5 assistant inspector qualifications signed by the 

architect, engineer(s), if any, and District leadership. The forms must be approved by DSA. 
 

Documents during the project: 

1. Any CCD/A-CCD/B addendums, amendments, bulletins, and ASIs should be collected during 
construction. 

 

Documents at the end of the project to be delivered to the PM/CM/PE and documents control 
specialists: 

1. DSA-6 contractor’s final verified report. 
2. DSA-6 inspector’s final verified report. (If there are change orders, the IOR must see the DSA-

approved document or the person will not issue the form 6.) The inspector may also be required 
to issue a form DSA-121 checklist for a site inspection of relocatable buildings. This form is used 
instead of semi-monthly and/or monthly reports the IOR issues to DSA on portable projects 
because they are usually done in a short amount of time. 

3. DSA-6A/E architect/engineer final verified report. 
4. Testing documents, if any, as listed below: 

 DSA-291 laboratory verified report 
 DSA-292 special inspection verified report 
 DSA-293 geotechnical verified report 

5. DSA-168 – final construction costs. This requires review by the PM/CM/PE to initiate final DSA 
payment. 

6. Electrical ground rod test (portables/modular buildings). 
7. Recorded notice of completion. 
8. Any other miscellaneous items that may need special attention. (Please refer to the architect of 

record or inspector of record for confirmation.) 
 

Submitting documents: 

1. DSA utilizes the BOX system process for closeout documents. 
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6.5 | Final Payments Procedure 
 

The following steps should be successfully completed before releasing final payments to the architect, 
contractor, and all miscellaneous vendors. 

 

General Contractor: 

 

To release the final retainage monies to the general contractor, the following items need to be 
completed/submitted: 

1. A signed-off punch list by the PM/CM.  
2. Notice of completion needs to have been filed with the county for a minimum of thirty-five (35) 

calendar days. 
3. A completed section 0065 release of claims needs to be submitted by the contractor. 
4. A letter from the contractor requesting release of their escrow funds, if necessary. 
5. A completed/signed DSA form 6 AE, PI, and C.  
6. As-built drawings, operation and maintenance manuals, warranties and guarantees, and training 

videos.  
 

Architect: 

  

To release the final payment to the architect, the following items need to be completed/submitted:  

1. A completed and signed DSA form 6 AE, PI, and C.  
2. Review of and sign off on the as-built drawings (including CAD drawings) and record sets, 

operation and maintenance manuals, and warranties/guarantees.  
3. DSA approval of all PCOs/change orders.  
4. DSA-certified closeout. 

 

 

Inspector of Record: 

 

To release the final payment to the IOR, the following items need to be completed/submitted: 

1. A completed and signed DSA form 6 AE. PI, and C.  
2. Review of and sign off on the as-built drawings. 
3. Dailies and inspection requests.  
4. Any other forms needed by DSA. 
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5. Letter of closeout certification from DSA. 
 

Miscellaneous Vendors / Suppliers / Consultants / Special Inspections: 

 

To release the final payment to the miscellaneous vendors, the following items need to be 
completed/submitted: 

1. Any final reports needed for DSA closeout. 
2. Training (if necessary). 
3. All items to be verified by and satisfactory to the site administrator, PM, and/or CM. 
4. When submitting final payment, the vendor must explicitly indicate the request is for final 

payment. 
 

Note: The notice of completion will only be signed by OUSD if it is accompanied by a letter from the 
architect of record (on firm’s letterhead) stating that all work is completed per DSA-approved plans and 
specifications. 
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6.6 | Post Construction Analysis 
 

The post-construction document will capture all the pertinent data for each project and should be 
completed within 30 days after the filing of the notice of completion. 

As part of the post-construction analysis, the PM should complete the projected project cost worksheet. 
The projected cost worksheet will reflect the final anticipated costs for the project. Within 30 days after 
filing the NOC, the PM should set up a meeting with their project accountant to review the project’s 
future cost. Both the post-construction and the projected cost worksheets are to be filed in the project 
paper files and in the project electronic files on the G: drive. 

The post-construction data will include the following: 

1. Project name, project number, and site address 
2. Original project budget, budget increases, and revised budget amount 
3. Bid date, general contractor name, and bid amount 
4. Original bid allowance amount and amount of allowance used on the project 
5. Change orders and final contract amount 
6. NTP date, original contract duration, substantial completion date, and notice of completion date 
7. Original budget/scoping information 
8. Project description 
9. Construction narrative 
10. Change order information 
11. Close-out comments 
12. Lessons learned to include, but not be limited to, evaluations and analyses of materials, 

consultants, communication, and contractors. 

The post-construction and projected cost worksheet can be found on the G: drive in the Standard Forms 
2021 folder. 

Final anticipated costs and schedule. 

At fiscal year end, the project accountant shall confirm with the PM/CM if any associated POs can be 
closed.  
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6.7 | As-Builts, O&Ms, and Warranties/Guarantees 
 

To successfully close out a project, these items must be submitted by the contractor to the PM/CM 
within thirty (30) days of filing the notice of completion. 

In addition to the physical documentation, the PM/CM should have documentation of receipt of the as-
built drawings, operation & maintenance manuals, and warranties (e.g., a copy of transmittals for the 
project files). 

As-Built Drawings/Record Drawings: 

1. The general contractor is to submit one (1) full-sized set of as-built drawings that have been 
updated to include all addenda, RFIs, ASIs, and all changed conditions on a project, including 
amendments, bulletins, and DSA CCD/A & CCD/B forms. The architect of record should supply 
the PM with physical and electronic copies of the record drawings and the CAD files for the 
project on a flash drive.  

2. The as-built drawings must be reviewed and signed by both the architect and IOR. Both must 
sign before submitting the NOC. 

3. The PM/CM will provide the physical and digital as-built sets to the documents control 
coordinator for logging and filling in the plan room. The documents control coordinator will then 
load a copy of the electronic as-built drawing files to the G: drive under the Kiosk. 

Operation & Maintenance Manuals and Warranties/Guarantees: 

1. The general contractor must submit three (3) physical and one (1) electronic sets of operation & 
maintenance manuals and warranties/guarantees for a project. These documents are to be 
submitted in three-ring binders and should contain all the operation and maintenance 
information, warranties, and a complete list of subcontractors (including contact information for 
each) for the project. One set of each is delivered to the site, the documents control specialist, 
and B&G. 

2. The O&M manuals are to be reviewed and approved by the architect before being sent to the 
PM/CM. 
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6.8 | Buildings and Grounds – Site Staff Training 
 

All systems training is to be organized and coordinated by the PM/CM. The training should cover the 
following: 

1. New mechanical systems  
2. New electrical systems 
3. New telephone systems  
4. New intercom systems 
5. New elevator installations 
6. New intrusion alarm and fire alarm systems 
7. New plumbing systems 
8. New data installations 
9. New irrigation installations 
10. New lighting 
11. Any other new systems (e.g. marquee signs, AV, projectors, etc.) 

 

Training Requirements: 

 The training sessions should be attended by the general contractor, subcontractors, appropriate 
B&G staff, appropriate custodial staff, and a school staff representative.  

 The training sessions should be held during the punch list time frame.  
 The training sessions should be done following the requirements outlined in the project 

specifications. All trainings identified in the project specifications needs to be performed.  
 The PM will document the attendees of all training sessions via a sign-in sheet. The PM will file 

the sign-in sheets in the project folder. 
 All training sessions shall be video recorded by the general contractor and submitted to the PM, 

who will file and distribute them to B & G and appropriate site staff. Trainings should be 
recorded horizontally in landscape mode.  

 The PM/CM should coordinate any start-up training with the commissioning agent if the project 
warrants or has any Title 24 MEP components and any BAS systems. PM to notify B&G before 
any system start-up and may be asked to video record the start-up. 

 The PM shall conduct a project warranty walk, to include commissioning, 11 months post-
construction. This walk will be scheduled as soon as possible. 

 

 


