CITY OF CATHEDRAL CITY

CONSTRUCTION ADMINISTRATION SCOPE OF SERVICES
For
PEREZ ROAD SEWER – PHASE 1

SERVICE TO BE PROVIDED (Shall include, but may not be limited to):

CONSTRUCTION ADMINISTRATION
· Review contract documents, and coordinate permit requirements.
· Schedule and attend a field walk with the Project Engineer, Construction Administrator, City Engineer, other City representatives and Desert Water Agency (DWA) representative(s).
· Provide a pre-construction agenda to the City Engineer for review and comment.  Finalize Agenda, schedule a pre-construction meeting and notify attendees.
· Schedule and chair a pre-construction meeting with the City to discuss the proposed work plan and special concerns.   It is envisioned the pre-construction meeting will include the City Engineer, contractor, project engineer, City Police, City Fire, DWA, Riverside County Flood Control and Water Conservation District and other interested parties, including utilities, sub-contractors.
· Provide coordination of project activities and prepare reports and documents, as necessary, for City review and action.
· Maintain at the project site, on a current basis; a record copy of all contracts, drawings, specifications, addenda, change orders and other modifications, in good order and marked to record all changes made during construction including the shop drawings, product data; samples; submittals; purchases; materials; equipment; applicable handbooks; maintenance and operating manuals and instructions; other related documents and revisions which are relevant to the contract work.  
· Provide monthly status reports to the City.
· Review laboratory, shop and mill test reports of materials and equipment, and coordinate as required with the Project Design Team.
· Prepare and send a Weekly Statement of Working Days to the Contractor.
· Monitor Contractor and Sub-Contractor certified payrolls.

· Monitor and document construction improvements for compliance with the project plans specifications and for City requirements.
· Administer the construction contract in conformance with the requirements set forth in the Plans and Specifications. 
· Conduct regular construction progress meetings with Project Engineer, Contractor, Subcontractors, City Staff, other affected outside agencies, general public, and other consultants to discuss matters such as procedures, progress, problems, and scheduling. Prepare and distribute meeting agenda and minutes.  These meetings may be weekly, every two weeks or monthly and will be determined as the project proceeds.
· Monitor all inspection activities, both City provided and any consulted out inspections.
· Review and process all shop drawings, project data, samples, and other submittals.  Establish and implement procedures for expediting the processing and approval.
· Coordinate submittal review with Project Design Engineer.
· Coordinate with the Construction Inspector, Materials Testing Firm, Surveyor Firm, City Engineer, Project Engineer, City Police, City Fire, other City departments, DWA and Riverside County Flood Control and Water Conservation District.
· Document all claims and maintain reports for account records.
· Coordinate and construction inspection activities
· Coordinate and schedule construction surveying.
· Coordinate and schedule testing requirements and material testing.
· Review and analyze the Contractor’s schedule including activity sequences and duration, schedule of submittal and schedule of delivery for products with long lead times.  Work with Contractor to maintain the project schedule to show current conditions and suggest revisions as required.
· Recommend necessary or desirable changes in the Construction Contractor’s scope of work.  Review and evaluate Contractor’s request for changes.  Negotiate with Contractor and submit recommendations to City supported by field data related to any additional work. 
· If change orders are accepted by City, prepare change orders for signature and authorization by the City.  Maintain a log of change order requests.
· Assist City Inspector with creating and maintaining “As-Built” plans.
· Review pay requests and provide recommendation for contractor payments.

· Provide construction administration files to the City.

· Monitor and enforce construction noticing requirements.
· Coordinate with City Inspector to maintain field diaries (bound workbooks) during construction, including a cumulative record of quantities constructed, daily and weekly reports, working day reports, change order documentation and other documentation.
· Monitor the Contractor’s PM-10 fugitive dust control plan and ensure the Contractor is using approved haul routes and that they are kept clean.
· Work with City Inspector to ensure compliance with the construction contract by continuously monitoring, evaluating, approving or rejecting the Contractor’s work in accordance with the approved construction contract documents.
· Determine that the Contractor’s work is being performed in accordance with the requirements of the contract documents.  Endeavor to guard the City against defects and deficiencies in the work.  As appropriate, require special inspection of testing, or make recommendations to the City regarding special inspection or testing or work not in accordance with the provisions of the contract document whether or not such work is fabricated, installed or completed.

· Record the progress of the project.  Maintain a file of the daily inspection reports.  Coordinate with City Inspector to submit written weekly and monthly progress reports to City, including information on Contractor and the entire project, showing percentages of completion.  The daily inspection reports shall include a record of weather, Contractor’s work on site, number of workers, work accomplished, problems encountered, and other relevant data.

· During the course of construction, work with Construction Inspector to maintain one set of plans with markings and dimensions in red ink to denote field changes or other corrections.

· Maintain copies of all permits needed to construct the project and enforce special requirements of each.

CONSTRUCTION CLOSE OUT

· The Construction Administrator shall coordinate final inspections of work with the City Engineer, Construction Inspector and Contractor.
· Notify the City when the project or a designated portion thereof, is substantially complete.  Prepare for the City a summary of the status of the work of Contractor, listing changes in the previously issued certificates of substantial completion of the work, and recommending the times within which Contractor shall complete uncompleted items on their certificate of substantial completion of the work.

· Calculate the amount of final payment due to the Contractor.

· Obtain evidence of certification of all lien releases.
· Secure and transmit to City, of all required guarantees and warranties.

· Issue the notice of substantial completion and process the Notice of Completion.

· Assist City with filing the project “Notice of Completion”

· Collect As-Built data from contractors or design consultants and Construction Inspector.
· Assist City in preparing a GASB 34 Report for submittal to City Finance Department.
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