9.0 	CONSTRUCTION

MBTA Design & Construction has full responsibility for construction administration and inspection of construction projects. The Project Manager (PM) is responsible for the project and monitors the day-to-day construction progress.

9.1 Coordination

The PM provides coordination and leadership of the individual consultants and contractor(s) in meeting the project requirements. 

Within the organization of the project team, the PM is responsible for:

· Managing project costs to meet budget
· Managing project schedule to meet the project milestones
· Ensuring that the work is performed in compliance with the plans and specifications
· Managing the construction conditions and anticipated changes in the work, including processing and negotiating change orders
· Keeping current project records
· Addressing any public concerns and issues
· Investigating and resolving concerns and complaints
· Managing all aspects for the overall project
· Overseeing Resident Engineer and field staff
· Providing timely information to senior management
· Coordinating with other MBTA Departments


Effective construction project administration requires that the entire project team become very familiar with the current MBTA contract provisions, which are contained in the MBTA Procurement Manual which contain detailed instructions to the contractor on procedures for bidding and award, interpretation of scope, control of the work, legal relationships, and measurement and payment. 

Additionally, the MBTA supplementary conditions contain prevailing wage rates, federal clauses, disadvantaged business enterprise, equal employment opportunity and affirmative action requirements that the project team should be aware of. The PM should also be familiar with the Procurement Manual, Project Controls Manual, the Contract Administration Change Order Guidelines, the MBTA Resident Engineer Manual and Inspectors Field Handbook in order to gain a comprehensive understanding of their roles in properly administering the construction project. These manuals are available on the MBTA website.

9.2 Meetings

The construction phase involves two (2) basic meeting categories: 

· Pre-construction
· Progress (weekly or bi-weekly on-site meetings)

Pre-Construction Meeting – Upon award of the contract, the PM will schedule a pre-construction meeting.  The purpose of meeting is to familiarize all on-site contractors with project procedures, safety and site utilization requirements, change order procedures, payment process, DBE compliance, reporting requirements and to generally review near-term and long-term activity plans. A sample pre-construction meeting agenda format is attached at the end of this section.

Progress Meetings – The PM holds weekly or bi-weekly meetings for the duration of the contract.  Attendees at these meetings include the Contractor's principal personnel, the designer, and appropriate representatives of the MBTA, as required. These meetings address all project issues including safety, schedule, and quality. The PM is responsible for ensuring that meeting minutes are standardized, recorded, scanned electronically, and saved in an electronic manner for ease of retrieval during audit.

Additional Meetings – Special meetings are called, as necessary, to resolve issues of an immediate or short-term planning nature that cannot wait until the regularly scheduled progress meetings. Although the PM has primary responsibility for determining the need for these meetings, the designer or contractor may request a special meeting through the PM.

9.3 Notice to Proceed

The Notice to Proceed (NTP) determines the effective contract start date and name of the individual charged with responsibility for the project on behalf of the Authority.

9.4 Public Relations / Notice of Intent to Construct

Construction proceeds more smoothly when the public has received advance notification of impending construction, particularly in the neighborhoods impacted by the construction.   The PM must involve the MBTA’s Community Relations Department (CRD) from the start of construction and to continue to work with CRD until the end of construction.

9.5 PM Responsibilities 

When the Notice-to-Proceed is issued to the Contractor, the construction phase of the project begins and the Project Manager becomes the key MBTA representative for the work.  The Project Manager’s duties will include:

· Interface with the Contractor, MBTA Design & Construction, Project Controls and other departments, the designer, and others for all project-related matters
· Schedule a meeting with the Contractor and the MBTA Environmental Section to review all appropriate environmental permitting requirements (i.e. Emergency Response Plan)
· Supervise the activities of MBTA site personnel
· Process all submittals
· Hold regular scheduled meetings with contractor(s), and review and issue minutes (usually prepared by the designer)
· Track the progress of the job against the project schedule
· Facilitate timely resolution of construction problems (whether related to schedule, cost or technical issue)
· Schedule inspections, assign Inspectors, ensure that the work conforms to the contract documents and assure that inspections are properly documented
· Conduct periodic inspections of work and documentation
· Maintain hard copy and electronic project files and control documentation
· Log and process Resolution Reports
· Process pay estimates
· Lead contract change order negotiations
· Serve as lead negotiator and process change orders
· Ensure project filing incorporates electronic document control  
· Ensure that all subcontractors are approved by the MBTA Quality Assurance Department
· Coordinate ODCR approval of all DBE subcontractors  
· Oversee Project Safety Plan
· Process claims
· Perform contract close-out


To establish an effective relationship with the Contractor the Project Manager should:

· Know every part of the specifications and drawings
· Schedule job meetings on a regular basis and issue minutes
· Perform periodic site inspections
· Regularly check the progress of the work against the project schedule and completion dates (milestones)
· Require that the Contractor submit plans for getting delayed work back on schedule
· Track progress and process Contractor payment estimates based on accepted installed quantities
· Work with the contractor to ensure that proper backup documentation is provided with each progress payment to ensure efficient processing
· Facilitate communication between the MBTA and the contractor and others including the designer, the public and other agencies
· Ensure that the work is performed in compliance with the contract documents, or using approved substitute materials, methods, or designs
· Maintain records that document the job
· Direct the activities of the MBTA site personnel under their supervision
· Ensure Contractor compliance with all OSHA, state and MBTA safety requirements

9.6 Controlling the Work

The Project Manager is responsible for:

· Assuring that contractors comply with contract requirements.
· Approving contractor schedules, methods and procedures.

9.6.1 Schedules 

The Project Manager must ensure that the contractors maintain their activities on a predetermined schedule, in accordance with the Contract terms. The critical path method (CPM) is an effective technique in planning, scheduling and controlling construction projects.  The Project Manager shall request a detailed schedule to be prepared by the Contractor at the beginning of the project.  The contractor is responsible for maintain an up-to-date schedule at all times as the schedule is the basis for monitoring progress and payment.

The Project Manager must monitor the status of construction progress vs. the contract schedule.  If the PM observes delays that impact the contract completion dates the PM must immediately notify the attention of the Project Controls Group.

9.6.2 Monitoring Schedule Compliance

The objective of updating the schedule is to provide a complete and accurate report of actual construction progress as compared with the established schedule and to and to determine how each party associated with the project should proceed with the work in order to meet the overall completion date(s).  

Network-based project cost resource loaded schedules are part of the contractual scope of work.  The PM may use these schedules for developing progress payment requests and cash flow projections. Such cost techniques require that the total project cost be broken down, distributed, and assigned to activities for which costs will be expended. As part of each periodic update, a status date determination can be made as to the cost value of work in place for each activity. Adjustments that increase or decrease total project cost are made for activities whose scope has changed. The updated information may then be used by the PM to develop progress payment reports and updated cash forecast curves.

9.6.3 Recovery Schedules

On occasion, it may be necessary for a PM to direct the contractor to recover any lost time or delay that may result from various causes.  When the contractor is behind schedule due to lack of performance, the MBTA has the contractual right to direct the contractor to recover at the contractor's cost. Such rights are typical in most contract documents, particularly in those where network-based systems are used as the project scheduling method. There may also be occasion for the MBTA to direct the contractor to recover lost time due to delays, which are not the result of the contractor's lack of performance.

Such directives are issued as part of a change order, and the contractor is compensated for such acceleration based on proof of related cost. Directives of this nature require approval from the AGM for Design & Construction.

When a project is legitimately behind schedule, the PM and the contractor(s) involved should review the remaining schedule to determine opportunities for recovery.  This should include a review of the critical activities and the specific durations of those activities which can affect the recovery program being sought.  Since many activities are planned and sequenced on a preferential rather than absolute basis, it is possible that some time can be recovered by re-sequencing certain activities. There may be some activities which can be reduced in duration by increasing manpower or by employing an additional amount of support equipment. Every effort should be made to take advantage of time savings in terms of overall cost and completion.

Each situation should be analyzed in light of pertinent contract clauses.

9.6.4 Non-Conforming and Deficient Work

The Quality Management Plan must state the specific requirements for QC and QA. The contractor(s) must systematically review QC efforts by its forces.  Periodically, items will be identified which are not in conformance with the contract specifications. A log must be maintained by the PM of all such items, until they are removed from the log as a result of an acceptable action by the contractor(s).

9.6.5 Stopping/Suspending Work

The Project Manager shall stop or suspend the contractor's operations in cases of illegal actions, safety violations or environmental hazards, when the contractor's activities represent a "clear and present danger" to site personnel, the public, property or the environment, when the contractor is in violation of contract conditions or laws. In such cases, the MBTA AGM for Design & Construction, Safety Department and Environmental Management Group (if appropriate) and the Project Controls Group must be notified immediately. The Project Manager must remember that in the cases of injury, property damage or environmental contamination due to contractor operations, the MBTA may be held liable, and part of the PM's role is to protect the MBTA's interests at the site. Any order to stop or suspend work must be documented in writing.

9.6.6 Reports and Recordkeeping

The PM is responsible to maintain all project records.  The PM is also responsible for maintaining AGM Reports, GM Reports, and Lessons Learned Reports.

9.6.7 Environmental Requirements

The Project Manager must ensure an environmentally secure work site which is a priority requirement for the MBTA field construction management team.

9.6.8 Safety

The development and application of a safety program for each contract is the responsibility of the contractor(s) who has the direct control of the work forces and control of methods and means of construction.  The PM is responsible for ensuring that the contractor has a Site Health and Safety Plan.  The PM is responsible for assuring that the contractor complies with their contractor safety program.  

9.6.9 Safety Walks

The PM should conduct and document periodic safety walks as required to verify that the contractor is complying with their safety program. The results of these walks will be documented.  The PM should coordinate safety walk downs with the Resident Engineer and the contractor.
 
9.7 Assistance During Construction

The A/E shall provide engineering assistance during construction to the Project Manager as detailed in the A/E’s construction phase services scope of work as stated in their contract.  

9.8 Change Orders

The specific, documented procedures for initiating and approving Contractor change orders are implemented as described in the MBTA Change Order Guidelines. These Guidelines can be obtained from the Contract Administration and are available on the MBTA.com website.  The PM should take the lead in administering this procedure.

Levels of Authorization

As discussed in Section 3 of this manual, the dollar value of the change order will determine if the Assistant General Manager, General Manager, Secretary or Board of Directors must approve the change order. Staff Summaries are required for all actions that require General Manager, Secretary or Board of Directors approval.

When a change order requires General Manager, Secretary or Board of Directors approval, the PM prepares the Staff Summary (the document required to obtain approval for contract change order) and submits it to Administration & Finance (A&F). A&F will work with Contract Administration to process the change order through the Authority’s signatory process.  For actions requiring Board of Director approval, the PM should be aware that it may take four to six weeks for the change order to be placed on the Board’s agenda.

All change orders will require signatures by the contractor, the PM, Director of Design and Construction, Director of Construction, Director of Contract Administration, and the AGM for Design & Construction.

In the event work must begin prior to approval of a change order the PM must process an extra work order letter (EWOL) in accordance with MBTA EWOL and authorization levels detailed in Section 3.15.2.

	Foreman Salary Waiver

With proper authorization a contractor may request a salary waiver for a Laborer Foreman for a maximum of $2.00 over the base Laborer rate.  The signatures required on a contractor’s request for a Laborer Foreman Salary Waiver are:

· Project Manager
· Director of Contract Administration
· Chief Engineer.

A memo of concurrence is also required from the PM.


9.9 Force Account

The PM should monitor and maintain cost records of expended labor, material and equipment for purposes of establishing cost associated with all force account activity (internal and external).

9.10 Claims Management/Claim Review

Contractor claims for additional compensation and/or time are an inevitable part of administering complex construction contracts. While they can never be eliminated or entirely avoided, the number of claims can be reduced and their impact lessened significantly by Project Managers, Resident Engineer and their staff by acting "claims conscious" and following effective principles of claim avoidance/reduction.

· To prevent claims, extra work should always be properly and formally authorized.

· Project staff should thoroughly review plans and specifications to identify errors and ambiguities in documents and also incorporate "lessons learned" from previous projects.

· Each Project Manager should document significant events as they occur in the forms of correspondence, Resident Engineer's and Inspector's daily diary entries, QA/QC documents, photographs, memoranda of telephone conversations and meetings, etc. A Project Manager should train his/her staff to create a project record, which is absolutely essential to evaluate claims reaching arbitration. Absolute attention to detail is vital both in discouraging submittals of invalid claims and properly analyzing any claims filed.

· It is important that the Project Manager encourage strict enforcement of CPM schedules to avoid time-related claims.

· The Project Manager should consult with his/her Director and the MBTA Law Department to ascertain if a particular claim has merit and is as described in Division 1.

If after preliminary review by the staff, it appears there may be some merit to the claim but more data or justification will be necessary to support it, the additional data or justification should be solicited by the Resident Engineer. Such a request for additional justification or data should be specific as possible, while carefully avoiding pre-committing the MBTA to a position of the claim. 

· Before a claim is sent for processing, the amount must be sent to the Budget Analyst so funding can be set aside pending execution. The AGM of Design and Construction will not sign support memorandum without verification from the Budget Analyst that funds are available.

9.10.1 Claims Processing Procedures

Proper Authorization – Claims shall be authorized at the appropriate level of authorization as defined in the Board of Directors regulations.

Law Department - The Project Manager and the Law Department are responsible for preparing the staff summary package.  The Project Manager must supply the assigned attorney backup material.

Validity of Claim - Information must include a support memo stating claim is valid which includes history of project that led up to the claim as well as documentation why it is a claim instead of a change order.

Documentation - The following claim forms should be used for claim documentation:

· Explanation of Necessity – DBE Language
· Construction Claim – CMS Notification Form 
· Claim Support Memorandum
· Schedule analysis with justification
· Cost determination and analysis related to the agreed upon compensable delay days

9.10.2 Entering Claims into the CMS System

9.10.2.1 Enter the Change Order Tracking Subsystem (Press PF 7)

9.10.2.2 Enter the Work Order Number and Claim Number (Press PF 1) 
(Note: All claims should be assigned a 900 series number.)

a. In the space provided for "subject" enter the amount of the claim, including dollars signs ($), commas (,) and decimal points (.).

b. Amount of change order (Leave Blank)

c. Time extension (enter number of days as appropriate)

d. Daily value (leave blank)

e. Standard rate (leave blank)

f. Category (type in 8 for claim)

g. Type (leave Blank except as noted below)

h. Sum type (leave blank)

i. Requested by (enter appropriate code)

j. Prepared by (enter appropriate code)

k.	Claim status (enter "P" — all claims should be entered as pending)

I. Initiated by Project Manager (enter correct date)

m. To enter additional information press "enter" and type in information.

n. If a separate work order number has been established for claims, be sure it is properly linked to the contract, and has the correct performing party code, originating party code, Project Manager code and responsibility area.

Performing party and originating party code NO0 and DOO are not acceptable.

Once the claim has been resolved, be sure to delete it from the dummy work order and re-input the claim under the correct funding work order prior to being executed in the system.

o. When responsibility for a contract shifts from one Project Manager to another, enter the new Project Manager code associated with the work order that is linked to the claim. This will insure that the correct Project Manager's name will be reference on the claim reports.
				
p.	For claims which have been denied, rescinded, withdrawn and resubmitted as either a new claim or combined with another, be sure to put an "X" in the space provided for "Type". By placing an "X" in this field, the claim and all related information will remain in the database for future reference; however, it will not print out on claim reports.

q. Project Managers are responsible for reviewing claims associated with their contracts on a monthly basis and to work with support staff to insure that the data entered into the CMS is both timely and reliable. Claim data is forwarded to the Law Department monthly for review and action.;therefore, it is important that this information be accurate and up to date.

r. Important - The Project Manager should coordinate with Law Department in order to ensure that Law Department is not preparing manual voucher for same claim.

9.11 Subcontractor/Supplier Demand for Direct Payment

Not every contractor is prompt in paying suppliers and subcontractors.  Recognizing this, the MBTA Contract Provisions detail prompt payment requirements and provide a method for the affected parties to get relief without going to court.  When a demand for direct payment is received by the AGM for D&C, the PM will work with Contract Administration and the Law Department to respond to the demand within 10 days of receipt of the demand notice.  Please refer to the flow chart contained at the end of this section.

9.12 Invoicing and Payments 

9.12.1 Budget & Cost Monitoring

The PM maintains the process of tracking, projecting, and monitoring costs through the construction phase.  As contracts are awarded, the individual line item estimates are replaced with actual committed amounts, plus cost estimates for any unknowns or contingencies.  The goal is to manage the incurred costs, estimated costs and costs to complete in order to stay within the budget. The PM must comply with the Project Controls Manual reporting procedures.

9.12.2 Progress Payments

The progress payment format should be prepared to accurately represent all current costs associated with the project and all current change orders and contingencies.

9.12.3 Payment Requests

The PM should implement and administer procedures for processing contractors' payments in conformance with contract requirements.

Payment Supporting Documentation

The contractor must submit all supporting documentation for pay requisitions electronically and hard copy following the Resident Engineer’s review analysis.  This documentation must be maintained in the payment files. The Resident Engineer must email the pay requisition and all supporting documentation to Contract Administration Payment Coordinator for electronic filing.  Supporting documentation for allowance payments and time & material work shall be the same as set forth in the MBTA Change Order Guidelines 

Contractor Performance Evaluation Record (CPER) Sheet – The PM must include in the payment documentation a Contractor CPER (Exhibit 9-5) approximately every 6th payment. Contract Administration maintains the up-to-date CPER sheet.

Allowance Payments - The PM must scrutinize allowance payment documentation in the same manner as required for change orders and other payments.  Allowance payments will be reviewed by the Contract Administration Group for compliance prior to payment.  Proper cost analysis is essential. Contract allowance items may be increased only through the processing of a change order according to MBTA Change Order Guidelines.  In the event balances remain in an allowance item at contract completion, the PM must process a Construction Quantity Variance (CQV) to adjust allowance item to $0.00 balance.  The CQV process is the mechanism used by PMs to reduce the contract value for unused items.  The CQV process may not be used to increase unit quantities.  

Overhead, Profit and Bond - The PM must also note that payment for allowance items are based on receipts and invoices without charges for contractor overhead ,profit and bond(except when the contractor performs the work). If subcontractors performed the work, the PM must not allow prime contractor overhead, profit or bond charges.

Police Detail Fee - The PM shall review allowance invoices for police detail costs.  The PM shall not allow cities and towns to charge the MBTA a fee above the cost of the detail. (MGL Chapter 44, Section 53C)

Lump Sum Payments – Lump Sum can be paid by either the dollar value, or a percent of the lump sum.   A lump sum breakdown representative of the actual cost of the work will be developed prior to making any payments and integrated into the project schedule.  Lump sums cannot be overrun; the dollar value difference can be addressed by change order. Lump sum value (schedule of values) should mirror the contractor’s cost and resource loaded schedule.  The Project Controls Group is available to assist the PM in schedule analysis.

Retainage Retention - The Authority shall retain 5 percent of all pay estimates until 50 percent of the work has been completed. Retainage after 50% of the work has been completed shall be determined in accordance with Division 1 Section 1.7.  The PM shall ensure 1% of retainage is held until formal close-out. Any variance from 1% rule requires AGM approval.



Release of Retainage - Prior to release of retainage the PM must provide Contract Administration with a memorandum that documents the PM’s concurrence with the release of retainage in accordance with General Conditions, Measurement and Payment Section 1.7.B Partial Payments. The PM should receive Operations & Maintenance (O&M) Manuals, as-built drawings, etc. prior to releasing final retainage.

9.12.4 Payment for the Work

The MBTA General Provisions describes the procedures for progress payments.   The MBTA D&C developed the following procedures to ensure that timely progress payments are made:

· Discussion with Contractor - When possible, the PM should discuss pay item quantities to be submitted with the contractor before the partial payment request is formally submitted for approval.  A partial payment estimate is usually processed once a month.

· Contractor Submits Pay Estimate - The contractor is instructed to submit the partial payment estimate to the MBTA Resident Engineer, who will date and log the submittal.  The Authority staff will prepare and attach the In-house Pay Estimate Control Sheet and forward it to the Contract Administration for processing and approval signatures.

· PM Reviews Pay Estimate – After review and approval by the Resident Engineer, the PM should consult with the Resident Engineer and inspector(s) regarding the claimed quantities, installed or stockpiled, for payment. If there are disputed pay items, the MBTA requires written notice to the contractor stating the reasons for rejection.  However, the PM and Resident Engineer should contact the contractor and attempt to resolve the disputed items immediately, when possible. Once all pay items are determined to be acceptable, the partial payment request is approved by the Resident Engineer and forwarded to the Budget Analyst and PM, who will review and sign the contract pay estimate.

· PM reviews Schedule with Project Controls Group – The PM must obtain approval from the Project Controls Group prior to processing any payment requisition.  Contractors are required to update Project Schedules on a monthly basis.  The PM may withhold payment if the contractor fails to comply with this contract requirement.

· Resident Engineer Processes Payment - The Resident Engineer then attaches a Contract Pay Estimate and routes the package to the PM. The PM, Director of Design & Construction, Director of Administration & Finance, Director of Contract Administration and Director of Construction and/or the Assistant General Manager for Design and Construction signs off on the package for accounts payable entry. 

9.12.5 Payment Procedures

The Project Manager will receive the monthly pay estimates.  The construction payment process is summarized below:

1. Contractor works with MBTA field office to confirm monthly expenses in order to develop a monthly pay estimate.  This skeleton contains all contract unit and/or lump sum line items.  The estimate is accompanied by all back up documentation, which includes the lump sum breakdowns and/or unit prices for scope of work by line item (i.e. slips for materials delivered, invoices, drawings, etc.).

2. Monthly, the Resident Engineer (RE) works with the A&F Staff Assistant to generate a contract skeleton (generated by CMS) for the construction contract payment process that is then transmitted to the MBTA Project Field Office.

3. Contractor and RE finalize payment amount.  Skeleton is completed by the RE and submitted to A&F Staff Assistant for the preparation of a payment voucher generated from CMS.  

4. The Budget Analyst reviews payment voucher for accuracy, initials under Project Manager’s signature line.  Estimate returned to Project Field Office for required signatures. (Contractor & RE).  

5. Payment voucher is circulated for signature to project field office, returned to Staff Assistant at 500 Arborway where it is circulated for additional required signatures (PM & Director), and forwarded to Contract Administration at 10 Park Plaza.

6. Payment Package must be delivered to Contract Administration by noon on Wednesdays.  Contract Administration Payment Coordinator provides final review before submitting to accounts payable for payment.  The monthly payment checklist is contained in the MBTA Contract Administration CN SOP.

9.13 Certified Payroll and DBE forms

All contractors must submit certified payrolls as established by the Davis Bacon Act. Contractors must also verify all DBE goals are being met. ODCR monitors DBE participation levels.

The required DBE forms for state and federally funded contracts must be attached to the pay estimate forms for review by the Resident Engineer. If the DBE forms are not properly completed by the contractor, the pay estimate should be returned as “incomplete.”

9.13.1 Adding a Subcontractor

The Project Office must receive Quality Assurance Department approval for all subcontractors.  Additionally, the PM must provide notification to Contract Administration and ODCR when an approved subcontractor is to be added to a contract. This is to ensure that Contract Administration can add the subcontractor to CMS to allow for payment. The Project Office should provide the following information:

· Name of subcontractor, address, telephone number, contact person, email
· Scope of work to be performed
· Dollar value of work
· DBE Certification Letter from SDO (Supplier Diversity Office)
· Schedule of DBE Participation
· Letter of Intent
· DBE Affidavit 

Further, the Project Office must obtain ODCR's approval on any changes relative to DBE subcontractors on contracts. Contract Administration must also be notified of any change. Changes may consist of the following:

· Adding a new DBE subcontractor
· Adjustments to DBE scope of work and/or financial commitment
· Substitution of DBE's
1. Voluntary withdrawal – DBE must submit written notice of its withdrawal.
2. Termination and/or substitution – Prior to requesting to terminate and/or substitute a DBE subcontractor, the prime contractor must give notice in writing to the DBE subcontractor, with a copy to ODCR, of its intent to request to terminate and/or substitute, and the reason for the request. The prime contractor must have documented good cause to terminate a DBE firm. The prime contractor must give the DBE five days to respond to the prime contractor’s notice.  These provisions apply to pre-award deletions of or substitutions of DBE firms put forward by offerors in negotiated procurements.

A brief explanation should be provided as to why the change is being made as well as the name, scope of work, and amounts associated with the DBE subcontractor.



9.14 Monthly Progress Schedule

The PM must ensure that the Contractor submit each month an updated Progress Schedule attached to their invoice for the Authority’s review and approval.  Prior to submitting an invoice for payment, the Contractor must have an approved project schedule as discussed earlier in this PMM Section.

9.15 Subletting & Prime Performance of 50% of Work

In the event the prime contractor is performing less than 50% of the work (excluding defined specialty items), the PM shall require the contractor submit a justification to Contract Administration with a memorandum explaining why the prime contractor is not meeting its 50% self-performing requirement as stated in the contract’s general conditions section 6.1.  The AGM shall be responsible for final approval.


Exhibit 9-1
MEETING AGENDA
TEMPLATE

RE:			Preconstruction Conference
MBTA Contract No. ____________ 
Project Title: __________________

DATE:			

TIME:			

LOCATION:		500 Arborway, Jamaica Plain, MA 02130
			First Floor, Design and Construction Conference Room 1

Originated By: 	Project Manager
												


Introductions 

Project Overview
i. Scope
ii. Objectives
iii. General Timeline
iv. Information Dissemination (Submittals, Submittal Logs, RFI Logs)
v. Invoicing – Required backup documentation

Real Estate / Land Acquisitions

Construction Schedule
i. Contract Specification 01321

MBTA Quality Assurance / Quality Control
i. Subcontractor Approval
ii. Field Memo Reports
iii. Request For Information Reports
iv. Auditing
v. Permitting 

MBTA Contract Administration
i. Extra Work Order Procedures
ii. Change Order Procedures

MBTA Office of Diversity and Civil Rights
i. DBE Subcontractor Participation

MBTA Environmental
i. General Concerns
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MBTA Safety
i. PPE
ii. Equipment Permits
iii. Operator Licenses
iv. Trench Excavation Permitting

Railroad Operations/Subway Operations
i. General Concerns

Mass Bay Commuter Rail (MBCR) (If Commuter Rail Project)
i. ROW
ii. Track
iii. Signals


i. General Concerns

Utilities (NStar, National Grid. Etc)
i. General Concerns


	[image: LOGO1]
			MASSACHUSETTS BAY TRANSPORTATION AUTHORITY
PROJECT MANAGER’S MANUAL
STANDARD OPERATING PROCEDURE

	
Section 9 – CONSTRUCTION
01/27/14






Section 9
Page 1 of 25

Section 9
Page 24 of 25




	[bookmark: RANGE!A1:H65]Progress Meeting Minutes Template - Exhibit 9-3
	
	
	
	

	
	
	
	
	
	
	
	

	MBTA Contract No:
	
	
	
	Next Meeting:
	

	Contract Description:
	
	
	
	Time:
	

	Agenda:
	
	
	
	
	
	Location:
	

	Time:
	
	
	
	
	
	
	

	Location:
	
	
	
	
	
	Recorded By:
	

	
	
	
	
	
	
	Attendees:
	

	Item
	 
	Mtg#
	Item description
	Action
	Due Date
	Status
	Notes

	
	
	
	
	
	
	
	

	1. GENERAL/WEEKLY WORK TOPICS
	 
	 
	 
	 

	1.1
	
	
	Acceptance of progress meeting # minutes
	
	
	

	
	
	
	
	
	
	
	

	1.2
	 
	 
	Safety
	 
	 
	 
	 

	
	1.2.1
	
	Safety Briefing
	
	
	
	

	
	1.2.2.
	
	Safety Walk Update
	
	
	
	

	
	1.2.3
	
	Safety Issues
	
	
	
	

	
	
	
	
	
	
	
	

	1.3
	 
	 
	Items Distributed during Meeting for Discussion
	 
	 

	
	1.3.1
	
	
	
	
	
	

	
	1.3.2
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	1.4
	 
	 
	Schedules
	 
	 
	 
	 

	
	1.4.1
	
	3 Week Schedule Look-Ahead
	
	
	
	

	
	1.4.2
	
	Status of Monthly Update #_____
	
	
	
	

	
	1.4.3
	
	DBE Status
	
	
	
	

	1.5
	 
	 
	Requests for Information (RFIs)
	 
	 
	 
	 

	
	1.5.1
	
	Review RFI Log
	
	
	
	




	
	
	
	
	
	
	
	



	Item
	 
	Mtg#
	Item description
	Action
	Due Date
	Status
	Notes

	
	
	
	
	
	
	
	

	1.6
	 
	 
	SUBMITTALS
	 
	 
	 
	 

	
	1.6.1
	
	Review Submittal Log
	
	
	
	

	
	
	
	
	
	
	
	

	1.7
	 
	 
	NON CONFORMANCE
	 
	 
	 
	 

	
	1.7.1
	
	Review Non-Conformance Log
	
	
	
	

	
	
	
	
	
	
	
	

	1.8
	 
	 
	OPERATIONS
	 
	 
	 
	 

	
	1.8.1
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	1.9
	 
	 
	COMMUNITY/CITY/TOWN ISSUES
	 
	 
	 
	 

	
	1.9.1
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	2
	 
	 
	OLD BUSINESS
	 
	 
	 
	 

	
	2.1
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	3
	 
	 
	NEW BUSINESS
	 
	 
	 
	 

	
	3.1
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	4
	 
	 
	CHANGE ORDERS
	 
	 
	 
	 

	
	4.1
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	5
	 
	 
	ENVIRONMENTAL
	 
	 
	 
	 

	
	
	
	
	
	
	
	

	6
	 
	 
	ENVIRONMENTAL
	 
	 
	 
	 

	
	6.1
	
	Environmental Surveillance Checklist
	
	
	
	

	7
	
	
	OTHER
	
	
	
	



	
	
	
	
	
	
	
	

	ATTACHMENTS
	 
	 
	 
	 
	 
	 

	
	A
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EXHIBIT 9-6
CHANGE ORDER INPUT FORM
(Rev. 2013-06-11)

**IMPORTANT**: To produce an EXTRA WORK ORDER and/or a Change Order, the following information is required for input into the CMS System. Please review information with your Budget Analyst to ensure availability of funding, type, source and proper use of funding:

	CONTRACT:
	CO#:


	GRANT#

FUNDING TYPE (State or Federal)

WORK ORDER #

	DIRECTOR:

PROJECT MANAGER:

BUDGET ANALYST:

	SUBJECT:

	

	AMOUNT:

	


BRIEF DESCRIPTION:  





AUTHORIZATION LEVEL:	1. < $25,000 Director
2. < $250,000 Asst. GM
3. < $5,000,000 GM
4. < $15,000,000 Secretary
5. > $15,000,000 BOD

TIME EXTENSION: _     _ ______	DAILY VALUE: ________________________

CATEGORY(Select Only One):		TYPE(Select Only One)::		SUM TYPE(Select Only One)::
1.  DES OMISSION			E. EXTRA WORK		A. LUMP SUM
2.  DES ERROR				F. TRANSFER FUNDS		B. TIME & MATERIALS
3.  UNEXP. FLD. COND.		O. OTHER			C. SUM NOT TO EXCEED
4.  OVER/UNDER			S. SUPPLEMENT		D. SUBJECT TO AUDIT
5.  CHANGE OF SCOPE		T. TIME			E. NO VALUE CHANGE 
6.  WORK BY OTHERS			X. REJECTED CLAIM         	 F. ESTIMATED AMOUNT
7.  CREDIT
8.  CLAIM
9.  DESIGN REVISION (CLAIMS ONLY)
10. NET $0 ADJUSTMENT
11. ACCELERATED WORK SCHEDULE

PREPARED BY:				EXTRA WORK ORDER DATE: 

LESSONS LEARNED: 
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MBTA Subcontractor Claim for Direct Payment Flow Chart
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Claim received  by AGM of Design and Construction





Project Manager verifies subcontractor is approved for eligibility to claim by Testing Lab PM checks funding status of contract







If subcontractor has been approved, and claim is valid, CA checks to see if the GC has been paid
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Legal Department reviews claim for statutory requirements





GC is obligated to contact subconsultant and respond to MBTA by sown reply within 10 days Ch. 30 & 39 F (1)(d)





Legal directs payments or sends explanation to subcontractor within 15 days Ch. 30 & 39F(1)(E).
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CA/2000-Exhibit 9-4 MBTA Statement of Payment to Subs - TEMPLATE 2013-06-10 pb.xls


GENERAL CONTRACTOR CONTRACT AWARD $0.00 CONTRACT NO.  


CONTRACT TITLE   PERIOD ENDING PAYMENT NO.  
 NET PAYMENT  


  (S) (X)
 Trade   Mat. Final


 $0.00 $0.00 $0.00 $0.00 $0.00
 $0.00 $0.00 $0.00 $0.00
 S $0.00 $0.00 $0.00 $0.00
 $0.00 $0.00 $0.00 $0.00
 $0.00 $0.00 $0.00 $0.00
 


 


  
  
 


M/W/DBE Subtotal $0.00 $0.00 $0.00 $0.00 $0.00 $0.00


Subcontractors   (non-M/W/DBE)


$0.00 $0.00 $0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00


   
  
  


Subcontractor Subtotal $0.00 $0.00 $0.00 $0.00 $0.00 $0.00


GRAND TOTAL  $0.00 $0.00 $0.00 $0.00 $0.00 $0.00


(Per Article II, paragraph B, in Appendix 3 of subject contract) M/W/DBE  Stated Goal 5.0%
(Total M/W/DBE Payments divided by Awarded Contract) M/W/DBE Participation #DIV/0!


(S) Refers to DBE Supplier -- Amounts (Total Subcontract Payments divided by Awarded Contract) Subcontract Participation #DIV/0!
shown are actual payments, of which 60% (Grand Total Subcontract Payments divided by Awarded Contract) Grand Total - Participation #DIV/0!
will be counted toward the DBE goal.   


I hereby certify, under pains and penalties of perjury, that all information provided herein is complete and accurate: 


Signed: ________________________________________________________
Authorized Contractor Representative            


Notes:
Date


(General contractor's gross amount, less retainage)    


AdjustmentsM/W/DBE Subcontractors    
Subcontractor Awards


Award Amount Revised Amt.


MASSACHUSETTS  BAY  TRANSPORTATION  AUTHORITY  --  STATEMENT OF PAYMENT TO M/W/DBE SUBCONTRACTORS


Subcontractor Payments   
Previously Paid Total This Payment
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