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SECTION 013100 - PROJECT MANAGEMENT AND COORDINATION 

PART 1 - GENERAL 

1.1 RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and Supplementary 
Conditions and other Division 01 Specification Sections, apply to this Section. 

1.2 SUMMARY 

A. This Section includes administrative provisions for coordinating construction operations on 
Project including, but not limited to, the following: 

1. Coordination Drawings. 
2. Administrative and supervisory personnel. 
3. Project meetings. 

B. The contractor shall participate in coordination requirements.  

C. Related Sections include the following:    
 
1. Division 01 Section "Construction Progress Documentation" for preparing and 

submitting Contractor's Construction Schedule. 
2. Division 01 Section "Execution" for procedures for coordinating general installation and 

field-engineering services, including establishment of benchmarks and control points. 
3. Division 01 Section "Closeout Procedures" for coordinating closeout of the Contract.  

Retain abbreviation if it remains after this Section has been edited. 

1.3 COORDINATION 

A. Coordination:  Coordinate construction operations included in different Sections of the 
Specifications to ensure efficient and orderly installation of each part of the Work.   

1. Schedule construction operations in sequence required to obtain the best results where 
installation of one part of the Work depends on installation of other components, before 
or after its own installation. 

2. Make adequate provisions to accommodate items scheduled for later installation. 
3. Where availability of space is limited, coordinate installation of different components to 

ensure maximum performance and accessibility for required maintenance, service, and 
repair of all components, including mechanical and electrical. 
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B. Administrative Procedures:  Coordinate scheduling and timing of required administrative 
procedures and activities to avoid conflicts and to ensure orderly progress of the Work.  Such 
administrative activities include, but are not limited to, the following: 

1. Preparation of Contractor's Construction Schedule. 
2. Preparation of the Schedule of Values. 
3. Installation and removal of temporary facilities and controls. 
4. Delivery and processing of submittals. 
5. Progress meetings. 
6. Pre-installation conferences. 
7. Project closeout activities. 
8. Startup and adjustment of systems. 
9. Project closeout activities. 

1.4 SUBMITTALS 

A. Coordination Drawings:  Prepare Coordination Drawings for space availability of conduits that 
necessitates maximum utilization of space for efficient installation of different components. 

1. Content:  Project-specific information, drawn accurately to scale.  Do not base 
Coordination Drawings on reproductions of the Contract Documents or standard printed 
data.  Include the following information, as applicable: 

a. Indicate functional and spatial relationships of components of electrical systems. 
b. Indicate required installation sequences. 
c. Indicate dimensions and make specific note of dimensions that appear to be in 

conflict with submitted equipment and minimum clearance requirements.  Provide 
alternate sketches to Government for resolution of such conflicts.  Minor 
dimension changes and difficult installations will not be considered changes to the 
Contract. 

2. Sheet Size:  At least 8-1/2 by 11 inches but no larger than 30 by 40 inches. 
3. Number of Copies:  Submit five opaque copies of each submittal.  The Government will 

return two copies. 

a. Submit five copies where Coordination Drawings are required for operation and 
maintenance manuals.  The Government will retain three copies; remainder will be 
returned. 

4. Refer to individual Sections for Coordination Drawing requirements for Work in those 
Sections. 

B. Key Personnel Names:  Within 15 days of starting construction operations, submit a list of key 
personnel assignments, including superintendent and other personnel in attendance at Project 
site.  Identify individuals and their duties and responsibilities; list addresses and telephone 
numbers, including home and office telephone numbers.  Provide names, addresses, and 
telephone numbers of individuals assigned as standbys in the absence of individuals assigned to 
Project. 
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1. Post copies of list in Project meeting room, in temporary field office, and by each 
temporary telephone.  Keep list current at all times. 

1.5 PROJECT MEETINGS 

A. General:  Schedule and conduct meetings and conferences at Project site. 

1. Attendees:  Inform participants and others involved, and individuals whose presence is 
required, of date and time of each meeting.  Notify the Government of scheduled meeting 
dates and times. 

2. Agenda:  Prepare the meeting agenda.  Distribute the agenda five days prior to all invited 
attendees. 

3. Minutes:  Record significant discussions and agreements achieved.  Distribute the 
meeting minutes to everyone concerned, including the Government within three days of 
the meeting. 

B. Preconstruction Conference:  Schedule a preconstruction conference before starting 
construction, at a time convenient to the Government but no later than 21 days after execution 
of the Agreement.  Hold the conference at Project.  Conduct the meeting to review 
responsibilities and personnel assignments. 

1. Attendees:  Authorized representatives of the Government; Contractor and its 
superintendent; suppliers; and other concerned parties shall attend the conference.  All 
participants at the conference shall be familiar with Project and authorized to conclude 
matters relating to the Work. 

2. Agenda:  Discuss items of significance that could affect progress, including the 
following: 

a. Tentative construction schedule. 
b. Phasing. 
c. Critical work sequencing and long-lead items. 
d. Designation of key personnel and their duties. 
e. Procedures for testing and inspecting. 
f. Distribution of the Contract Documents. 
g. Submittal procedures. 
h. Preparation of Record Documents. 
i. Use of the premises. 
j. Work restrictions. 
k. Government’s occupancy requirements. 
l. Responsibility for temporary facilities and controls. 
m. Construction waste management and recycling. 
n. Parking availability. 
o. Office, work, and storage areas. 
p. Equipment deliveries and priorities. 
q. First aid. 
r. Security. 
s. Progress cleaning. 
t. Working hours. 
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3. Minutes:  Contractor will record and distribute meeting minutes. 
 

PART 2 - PRODUCTS (Not Used) 

PART 3 - EXECUTION (Not Used) 

END OF SECTION 013100 
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