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STATE OF DELAWARE 
ROOF REPLACEMENT AT 
DEMA/ TMC BUILDING 
165 BRICK STORE LANDING ROAD SMYRNA, DE  
 

ALLOWANCES 012100 - 1 
Cooperson Associates 

Project No. 16063 

SECTION 012100 - ALLOWANCES 

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. Section includes administrative and procedural requirements governing allowances. 

1. Certain items are specified in the Contract Documents by allowances.  Allowances have 
been established in lieu of additional requirements and to defer selection of actual materials 
and equipment to a later date when direction will be provided to Contractor.  If necessary, 
additional requirements will be issued by Change Order. 

B. Types of allowances include the following: 

1. Contingency allowances. (included in the Base Bid) 

C. Related Requirements: 

1. Allowance authorization form (paragraph 1.7). 

2. Section 012200 "Unit Prices" for procedures for using unit prices 

1.3 SELECTION AND PURCHASE 

A. At Architect's request, obtain proposals for each allowance for use in making final selections.  
Include recommendations that are relevant to performing the Work. 

1.4 ACTION SUBMITTALS 

A. Submit proposals for purchase of products or systems included in allowances, in the form specified 
for Change Orders. 

1.5 COORDINATION 

A. Coordinate allowance items with other portions of the Work.   Not 
for
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1.6 CONTINGENCY ALLOWANCES 

A. Use the contingency allowance only as directed by Architect for Owner's purposes and only by 
Change Orders that indicate amounts to be charged to the allowance. 

B. Contractor's overhead, profit, and related costs for products and equipment ordered by Owner 
under the contingency allowance are included in the allowance and are not part of the Contract 
Sum.  These costs include delivery, installation, taxes, insurance, equipment rental, and similar 
costs. 

C. Change Orders authorizing use of funds from the contingency allowance will include Contractor's 
related costs and reasonable overhead and profit margins. 

D. At Project closeout, credit unused amounts remaining in the contingency allowance to Owner by 
Change Order. 

1.7 ADJUSTMENT OF ALLOWANCES 

A. Allowance Adjustment:  To adjust allowance amounts, prepare an allowance authorization form to 
be executed by the architect contractor, and owner based on the difference between the installed 
amount and the allowance. 

PART 2 - PRODUCTS (Not Used) 

PART 3 - EXECUTION 

3.1 PREPARATION 

A. Coordinate materials and their installation for each allowance with related materials and 
installations to ensure that each allowance item is completely integrated and interfaced with related 
work. 

3.2 SCHEDULE OF ALLOWANCES 

A. Allowance No. 1: Contingency Allowance:   

1. This allowance in the amount of $10,000.00 includes material cost and installation and 
Contractor overhead and profit, and is to be used in accordance with the State’s written 
instructions. 

END OF SECTION 012100 Not 
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SECTION 012600 - CONTRACT MODIFICATION PROCEDURES 

PART 1 - GENERAL 

1.1 SUMMARY 

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

1.2 MINOR CHANGES IN THE WORK 

A. Architect will issue supplemental instructions authorizing Minor Changes in the Work, not 
involving adjustment to the Contract Sum or the Contract Time, on AIA Document G710, 
"Architect's Supplemental Instructions." 

1.3 PROPOSAL REQUESTS 

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

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

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

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

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

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

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

B. Contractor-Initiated Proposals:  If latent or unforeseen conditions require modifications to the 
Contract, Contractor may propose changes by submitting a request for a change to Architect. 

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

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

3. Indicate applicable taxes, delivery charges, equipment rental, and amounts of trade 
discounts. 
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4. Include costs of labor and supervision directly attributable to the change. 
5. Include an updated Contractor's Construction Schedule that indicates the effect of the 

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

6. Comply with requirements in Division 01 Section "Product Requirements" if the 
proposed change requires substitution of one product or system for product or system 
specified. 

C. Proposal Request Form:  Use AIA Document G709 for Proposal Requests. 

1.4 CHANGE ORDER PROCEDURES 

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

1.5 CONSTRUCTION CHANGE DIRECTIVE 

A. Construction Change Directive:  Architect may issue a Construction Change Directive on 
AIA Document G714. Construction Change Directive instructs Contractor to proceed with a 
change in the Work, for subsequent inclusion in a Change Order. 

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

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

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

PART 2 - PRODUCTS (Not Used) 

PART 3 - EXECUTION (Not Used) 

END OF SECTION 012600 
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SECTION 012900 - PAYMENT PROCEDURES 

PART 1 - GENERAL 

1.1 SUMMARY 

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

1.2 SCHEDULE OF VALUES 

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

1. Correlate line items in the Schedule of Values with other required administrative forms 
and schedules, including Application for Payment forms with Continuation Sheets. 

2. Submit the Schedule of Values to Architect at earliest possible date but no later than 
fourteen (14) days after award of contract. 

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

1. Identification:  Include the following Project identification on the Schedule of Values: 

a. Project name and location. 
b. Name of Architect. 
c. Architect's project number. 
d. Contractor's name and address. 
e. Date of submittal. 

2. Submit draft of AIA Document G703 Continuation Sheets. 
3. Provide a breakdown of the Contract Sum in enough detail to facilitate continued 

evaluation of Applications for Payment and progress reports.  Coordinate with the Project 
Manual table of contents.  

4. Round amounts to nearest whole dollar; total shall equal the Contract Sum. 
5. Provide separate line items in the Schedule of Values for initial cost of materials, for each 

subsequent stage of completion, and for total installed value of that part of the Work. 
6. Each item in the Schedule of Values and Applications for Payment shall be complete.  

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

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

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

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

1. Initial Application for Payment, Application for Payment at time of Substantial 
Completion, and final Application for Payment involve additional requirements. 

B. Payment Application Times:  Progress payments shall be submitted to Architect by the 15th day 
of the month.  The period covered by each Application for Payment is one month, ending on the 
last day of the previous month. 

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

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

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

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

E. Transmittal:  Submit [3] three signed and notarized original copies of each Application for 
Payment to Architect by a method ensuring receipt within 24 hours.  One copy shall include 
waivers of lien and similar attachments if required. 

1. Transmit each copy with a transmittal form listing attachments and recording appropriate 
information about application. 

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

1. Submit partial waivers on each item for amount requested in previous application, after 
deduction for retainage, on each item. 

2. When an application shows completion of an item, submit final or full waivers. 
3. Owner reserves the right to designate which entities involved in the Work must submit 

waivers. 
4. Waiver Forms:  Submit waivers of lien on forms, executed in a manner acceptable to 

Owner. 

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

1. List of subcontractors. 
2. Schedule of Values. 
3. Contractor's Construction Schedule (preliminary if not final). 
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4. Schedule of unit prices (if applicable). 
5. Submittals Schedule (preliminary if not final). 
6. List of Contractor's staff assignments. 
7. Copies of building permit. 
8. Certificates of insurance and insurance policies. 

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

1. Include documentation supporting claim that the Work is substantially complete and a 
statement showing an accounting of changes to the Contract Sum. 

I. Final Payment Application:  Submit final Application for Payment with releases and supporting 
documentation not previously submitted and accepted, including, but not limited, to the 
following: 

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

that taxes, fees, and similar obligations were paid. 
3. Updated final statement, accounting for final changes to the Contract Sum. 
4. AIA Document G706, "Contractor's Affidavit of Payment of Debts and Claims." 
5. AIA Document G706A, "Contractor's Affidavit of Release of Liens." 
6. AIA Document G707, "Consent of Surety to Final Payment." 
7. Evidence that claims have been settled. 

PART 2 - PRODUCTS (Not Used) 

PART 3 - EXECUTION (Not Used) 

END OF SECTION 012900 
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SECTION 013100 - PROJECT MANAGEMENT AND COORDINATION 

PART 1 - GENERAL 

1.1 SUMMARY 

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

1. Project meetings. 
2. Requests for Interpretation (RFIs). 

B. See Division 01 Section "Execution" for procedures for coordinating general installation and 
field-engineering services, including establishment of benchmarks and control points. 

1.2 DEFINITIONS 

A. RFI:  Request from Contractor seeking interpretation or clarification of the Contract 
Documents. 

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.  Coordinate 
construction operations, included in different Sections, that depend on each other for proper 
installation, connection, and operation. 

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. Coordinate installation of different components with other contractors to ensure 
maximum accessibility for required maintenance, service, and repair. 

3. Make adequate provisions to accommodate items scheduled for later installation. 
4. 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. 

B. Prepare memoranda for distribution to each party involved, outlining special procedures 
required for coordination.  Include such items as required notices, reports, and list of attendees 
at meetings. 

1. Prepare similar memoranda for Owner and separate contractors if coordination of their 
Work is required. 

C. Administrative Procedures:  Coordinate scheduling and timing of required administrative 
procedures with other construction activities and activities of other contractors to avoid conflicts 
and to ensure orderly progress of the Work.  Such administrative activities include, but are not 
limited to, the following: 
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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. Preinstallation conferences. 
7. Project closeout activities. 

1.4 PROJECT MEETINGS 

A. General:  Schedule and conduct meetings and conferences at Project site, unless otherwise 
indicated. 

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

2. Agenda:  Prepare the meeting agenda.  Distribute the agenda to all invited attendees. 
3. Minutes:  Record significant discussions and agreements achieved.  Distribute the 

meeting minutes to everyone concerned, including Owner and Architect, within three 
days of the meeting. 

B. Preconstruction Conference:  Schedule a preconstruction conference before starting 
construction, at a time convenient to Owner and Architect, but no later than 15 days after 
execution of the Agreement.  Hold the conference at Project site or another convenient location.  
Conduct the meeting to review responsibilities and personnel assignments. 

1. Attendees:  Authorized representatives of Owner, Architect, and their consultants; 
Contractor and its superintendent; major subcontractors; 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 processing field decisions and Change Orders. 
f. Procedures for RFIs. 
g. Procedures for processing Applications for Payment. 
h. Submittal procedures. 
i. Preparation of Record Documents. 
j. Use of the premises and existing building. 
k. Work restrictions. 
l. Owner's occupancy requirements. 
m. Responsibility for temporary facilities and controls. 
n. Construction waste management and recycling. 
o. Parking availability. 
p. Office, work, and storage areas. 
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q. Equipment deliveries and priorities. 
r. First aid. 
s. Security. 
t. Progress cleaning. 
u. Working hours. 

3. Minutes:  Architect will record and distribute meeting minutes. 

C. Progress Meetings:  Conduct progress meetings at biweekly intervals.  Coordinate dates of 
meetings with preparation of payment requests. 

1. Attendees:  In addition to representatives of Owner and Architect, each contractor, 
subcontractor, supplier, and other entity concerned with current progress or involved in 
planning, coordination, or performance of future activities shall be represented at these 
meetings.  All participants at the conference shall be familiar with Project and authorized 
to conclude matters relating to the Work. 

2. Agenda:  Review and correct or approve minutes of previous progress meeting.  Review 
other items of significance that could affect progress.  Include topics for discussion as 
appropriate to status of Project. 

a. Contractor's Construction Schedule:  Review progress since the last meeting.  
Determine whether each activity is on time, ahead of schedule, or behind schedule, 
in relation to Contractor's Construction Schedule.  Determine how construction 
behind schedule will be expedited; secure commitments from parties involved to 
do so.  Discuss whether schedule revisions are required to ensure that current and 
subsequent activities will be completed within the Contract Time. 

1) Review schedule for next period. 

b. Review present and future needs of each entity present, including the following: 

1) Interface requirements. 
2) Sequence of operations. 
3) Status of submittals. 
4) Deliveries. 
5) Off-site fabrication. 
6) Access. 
7) Site utilization. 
8) Temporary facilities and controls. 
9) Work hours. 
10) Hazards and risks. 
11) Progress cleaning. 
12) Quality and work standards. 
13) Status of correction of deficient items. 
14) Field observations. 
15) RFIs. 
16) Status of proposal requests. 
17) Pending changes. 
18) Status of Change Orders. 
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19) Pending claims and disputes. 
20) Documentation of information for payment requests. 

3. Minutes:  Architect will record and distribute to Contractor the meeting minutes. 
4. Reporting:  Distribute minutes of the meeting to each party present and to parties who 

should have been present. 

a. Schedule Updating:  Revise Contractor's Construction Schedule after each progress 
meeting where revisions to the schedule have been made or recognized.  Issue 
revised schedule concurrently with the report of each meeting. 

1.5 REQUESTS FOR INTERPRETATION (RFIs) 

A. Procedure:  Immediately on discovery of the need for interpretation of the Contract Documents, 
and if not possible to request interpretation at Project meeting, prepare and submit an RFI in the 
form specified. 

1. RFIs shall originate with Contractor.  RFIs submitted by entities other than Contractor 
will be returned with no response. 

2. Coordinate and submit RFIs in a prompt manner so as to avoid delays in Contractor's 
work or work of subcontractors. 

B. Content of the RFI:  Include a detailed, legible description of item needing interpretation and 
the following: 

1. Project name. 
2. Date. 
3. Name of Contractor. 
4. Name of Architect. 
5. RFI number, numbered sequentially. 
6. Specification Section number and title and related paragraphs, as appropriate. 
7. Drawing number and detail references, as appropriate. 
8. Field dimensions and conditions, as appropriate. 
9. Contractor's suggested solution(s).  If Contractor's solution(s) impact the Contract Time 

or the Contract Sum, Contractor shall state impact in the RFI. 
10. Contractor's signature. 
11. Attachments:  Include drawings, descriptions, measurements, photos, Product Data, Shop 

Drawings, and other information necessary to fully describe items needing interpretation. 

C. Hard-Copy RFIs:  CSI Form 13.2A. 

1. Identify each page of attachments with the RFI number and sequential page number. 

D. Architect's Action:  Architect will review each RFI, determine action required, and return it.  
Allow five working days for Architect's response for each RFI.  RFIs received after 1:00 p.m. 
will be considered as received the following working day. 

1. The following RFIs will be returned without action: 
Not 
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a. Requests for approval of submittals. 
b. Requests for approval of substitutions. 
c. Requests for coordination information already indicated in the Contract 

Documents. 
d. Requests for adjustments in the Contract Time or the Contract Sum. 
e. Requests for interpretation of Architect's actions on submittals. 
f. Incomplete RFIs or RFIs with numerous errors. 

2. Architect's action may include a request for additional information, in which case 
Architect's time for response will start again. 

3. Architect's action on RFIs that may result in a change to the Contract Time or the 
Contract Sum may be eligible for Contractor to submit Change Proposal according to 
Division 01 Section "Contract Modification Procedures." 

a. If Contractor believes the RFI response warrants change in the Contract Time or 
the Contract Sum, notify Architect in writing within 3 days of receipt of the RFI 
response. 

E. On receipt of Architect's action, update the RFI log and immediately distribute the RFI response 
to affected parties.  Review response and notify Architect within 3 days if Contractor disagrees 
with response. 

F. RFI Log:  Prepare, maintain, and submit a tabular log of RFIs organized by the RFI number.  
Include the following: 

1. Project name. 
2. Name and address of Contractor. 
3. Name and address of Architect. 
4. RFI number including RFIs that were dropped and not submitted. 
5. RFI description. 
6. Date the RFI was submitted. 
7. Date Architect's response was received. 
8. Identification of related Minor Change in the Work, Construction Change Directive, and 

Proposal Request, as appropriate. 

PART 2 - PRODUCTS (Not Used) 

PART 3 - EXECUTION (Not Used) 

END OF SECTION 013100 
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SECTION 013233 - PHOTOGRAPHIC DOCUMENTATION 

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. Section includes administrative and procedural requirements for the following: 

1. Preconstruction photographs. 
2. Periodic construction photographs. 
3. Final completion construction photographs. 

B. Related Requirements: 

1. Section 013300 "Submittal Procedures" for submitting photographic documentation. 
2. Section 017700 "Closeout Procedures" for submitting photographic documentation as 

project record documents at Project closeout. 

1.3 INFORMATIONAL SUBMITTALS 

A. Key Plan:  Submit key plan of Project site and building with notation of vantage points marked for 
location and direction of each photograph. 

B. Digital Photographs:  Submit image files to the State of Delaware and to the Architects. 

1. Digital Camera:  Minimum sensor resolution of 8 megapixels. 
2. Format:  Minimum 3200 by 2400 pixels, in unaltered original files, with same aspect ratio as 

the sensor, uncropped, date and time stamped, in folder named by date of photograph, 
accompanied by key plan file. 

3. Identification:  Provide the following information with each image description in file. 

a. Name of Project. 
b. Name of Architect. 
c. Name of Contractor. 
d. Date photograph was taken. Not 
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1.4 QUALITY ASSURANCE 

A. Photographer Qualifications:  The contractor shall assign one employee to perform all 
photographic documentation before commencing work and during construction who shall also 
submit the image files to the State and the Architects. 

 
1.5 USAGE RIGHTS 

A. The Owner shall have unlimited usage rights, including unlimited reproduction of photographic 
documentation. 

PART 2 - PRODUCTS 

2.1 PHOTOGRAPHIC MEDIA 

A. Digital Images:  Provide images in JPG format, produced by a digital camera with minimum sensor 
size of 8 megapixels, and at an image resolution of not less than 3200 by 2400 pixels. 

PART 3 - EXECUTION 

3.1 PRECONSTRUCTION AND CONSTRUCTION PHOTOGRAPHS 

A. General:  Take photographs using the maximum range of depth of field, and that are in focus, to 
clearly show the Work.  Photographs with blurry or out-of-focus areas will not be accepted. 

1. Maintain key plan with each set of photographs that identifies each photographic location. 

B. Digital Images:  Submit digital images exactly as originally recorded in the digital camera, without 
alteration, manipulation, editing, or modifications using image-editing software. 

1. Date and Time:  Include date and time in file name for each image. 

C. Preconstruction Photographs:  Before starting construction, take photographs of Project site, 
including existing items to remain during construction, from different vantage points. 

D. Periodic Construction Photographs:  Take photographs as required to show status of construction 
and progress since last photographs were taken. 

E. Final Completion Construction Photographs:  Take color photographs after date of Substantial 
Completion for submission as project record documents. 

1. Do not include date stamp. 

F. Maintain camera in good working order until final completion.  Provide for service of camera as 
required throughout the duration of the project. Not 
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END OF SECTION 013233 
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SECTION 013300 - SUBMITTAL PROCEDURES 

PART 1 - GENERAL 

1.1 SUMMARY 

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

B. See Division 01 Section "Closeout Procedures" for submitting warranties. 

C. See Division 01 Section "Project Record Documents" for submitting Record Drawings, Record 
Specifications, and Record Product Data. 

1.2 DEFINITIONS 

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

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

1.3 SUBMITTAL PROCEDURES 

A. Coordination:  Coordinate preparation and processing of submittals with performance of 
construction activities. 

1. Coordinate each submittal with fabrication, purchasing, testing, delivery, other 
submittals, and related activities that require sequential activity. 

2. Coordinate transmittal of different types of submittals for related parts of the Work so 
processing will not be delayed because of need to review submittals concurrently for 
coordination. 

a. Architect reserves the right to withhold action on a submittal requiring 
coordination with other submittals until related submittals are received. 

B. Processing Time:  Allow enough time for submittal review, including time for resubmittals, as 
follows.  Time for review shall commence on Architect's receipt of submittal.  No extension of 
the Contract Time will be authorized because of failure to transmit submittals enough in 
advance of the Work to permit processing, including resubmittals. 

1. Initial Review:  Allow 14 days for initial review of each submittal.  Allow additional time 
if coordination with subsequent submittals is required.  Architect will advise Contractor 
when a submittal being processed must be delayed for coordination. 

2. Resubmittal Review:  Allow 7 days for review of each resubmittal. 

C. Identification:  Place a permanent label or title block on each submittal for identification. Not 
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1. Indicate name of firm or entity that prepared each submittal on label or title block. 
2. Provide a space approximately 6 by 8 inches on label or beside title block to record 

Contractor's review and approval markings and action taken by Architect. 
3. Include the following information on label for processing and recording action taken: 

a. Project name. 
b. Date. 
c. Name and address of Architect. 
d. Name and address of Contractor. 
e. Name and address of subcontractor. 
f. Name and address of supplier. 
g. Name of manufacturer. 
h. Submittal number or other unique identifier, including revision identifier. 
i. Number and title of appropriate Specification Section. 
j. Drawing number and detail references, as appropriate. 
k. Location(s) where product is to be installed, as appropriate. 
l. Other necessary identification. 

D. Deviations:  Highlight, encircle, or otherwise specifically identify deviations from the Contract 
Documents on submittals. 

E. Additional Copies:  Unless additional copies are required for final submittal, and unless 
Architect observes noncompliance with provisions in the Contract Documents, initial submittal 
may serve as final submittal. 

F. Transmittal:  Package each submittal individually and appropriately for transmittal and 
handling.  Transmit each submittal using a transmittal form.  Architect will return submittals, 
without review, received from sources other than Contractor. 

1. Transmittal Form:  Use AIA Document G810. 

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

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

revision. 
3. Resubmit submittals until they are marked "Reviewed”, or”No exception taken.” 

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

I. Use for Construction:  Use only final submittals with mark indicating "Reviewed,” or “No 
exception taken," by Architect. Not 

for
 bi

dd
ing



STATE OF DELAWARE 
ROOF REPLACEMENT AT 
DEMA/ TMC BUILDING 
165 BRICK STORE LANDING ROAD SMYRNA, DE  
 

  
SUBMITTAL PROCEDURES                                                                                                      013300 - 3 

Cooperson Associates 
Project No. 16063 

PART 2 - PRODUCTS 

2.1 ACTION SUBMITTALS 

A. General:  Prepare and submit Action Submittals required by individual Specification Sections. 
(Electronic submittals are not permitted.) 

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

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

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

a. Manufacturer's written recommendations. 
b. Manufacturer's product specifications. 
c. Manufacturer's installation instructions. 
d. Manufacturer's catalog cuts. 
e. Compliance with specified referenced standards. 
f. Testing by recognized testing agency. 

4. Number of Copies:  Submit four copies of Product Data, unless otherwise indicated.  
Architect will return two copies.  Mark up and retain one returned copy as a Project 
Record Document. 

C. Shop Drawings:  Prepare Project-specific information, drawn accurately to scale.  Do not base 
Shop Drawings on reproductions of the Contract Documents or standard printed data. 

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

a. Dimensions. 
b. Identification of products. 
c. Fabrication and installation drawings. 
d. Roughing-in and setting diagrams. 
e. Shopwork manufacturing instructions. 
f. Templates and patterns. 
g. Schedules. 
h. Notation of coordination requirements. 
i. Notation of dimensions established by field measurement. 
j. Relationship to adjoining construction clearly indicated. 

2. Sheet Size:  Except for templates, patterns, and similar full-size drawings, submit Shop 
Drawings on sheets at least 8-1/2 by 11 inches  but no larger than 30 by 40 inches. Not 
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D. Samples:  Submit Samples for review of kind, color, pattern, and texture for a check of these 
characteristics with other elements and for a comparison of these characteristics between 
submittal and actual component as delivered and installed. 

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

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

a. Generic description of Sample. 
b. Product name and name of manufacturer. 
c. Sample source. 
d. Number and title of appropriate Specification Section. 

3. Samples for Initial Selection:  Submit manufacturer's color charts consisting of units or 
sections of units showing the full range of colors, textures, and patterns available. 

a. Number of Samples:  Submit three full set(s) of available choices where color, 
pattern, texture, or similar characteristics are required to be selected from 
manufacturer's product line.  Architect will return submittal with options selected. 

E. Application for Payment:  Comply with requirements specified in Division 01 Section 
"Payment Procedures." 

F. Schedule of Values:  Comply with requirements specified in Division 01 Section "Payment 
Procedures." 

2.2 INFORMATIONAL SUBMITTALS 

A. Material Safety Data Sheets (MSDSs):  Submit information directly to Owner; do not submit to 
Architect. 

1. Architect will not review submittals that include MSDSs and will return them for 
resubmittal. 

PART 3 - EXECUTION 

3.1 CONTRACTOR'S REVIEW 

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

B. Approval Stamp:  Stamp each submittal with a uniform, approval stamp.  Include Project name 
and location, submittal number, Specification Section title and number, name of reviewer, date 
of Contractor's approval, and statement certifying that submittal has been reviewed, checked, 
and approved for compliance with the Contract Documents. Not 
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3.2 ARCHITECT'S ACTION 

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

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

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

D. Partial submittals are not acceptable, will be considered nonresponsive, and will be returned 
without review. 

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

END OF SECTION 013300 
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SECTION 015000 - TEMPORARY FACILITIES AND CONTROLS 

PART 1 - GENERAL 

1.1 SUMMARY 

A. This Section includes requirements for temporary utilities, support facilities, and security and 
protection facilities. 

B. See Division 01 Section "Execution" for progress cleaning requirements. 

C. The OSHA Act and Hazardous Chemical Act are referenced in the General Conditions, AIA 
A201-2007, Article 10, Protection of Person and Property”. 

1.2 USE CHARGES 

A. Water Service:  Water from Owner's existing water system is available for use without metering 
and without payment of use charges.  Provide connections and extensions of services as 
required for construction operations. 

B. Electric Power Service:  Electric power from Owner's existing system is available for use 
without metering and without payment of use charges.  Provide connections and extensions of 
services as required for construction operations. 

PART 2 - PRODUCTS 

2.1 EQUIPMENT 

A. Fire Extinguishers:  Portable, UL rated; with class and extinguishing agent as required by 
locations and classes of fire exposures. 

PART 3 - EXECUTION 

3.1 TEMPORARY UTILITY INSTALLATION 

A. Water Service:  Use of Owner's existing water service facilities will be permitted, as long as 
facilities are cleaned and maintained in a condition acceptable to Owner.  At Substantial 
Completion, restore these facilities to condition existing before initial use. 

B. Sanitary Facilities:  Provide temporary toilets, wash facilities, and drinking water for use of 
construction personnel. Comply with authorities having jurisdiction for type, number, location, 
operation, and maintenance of fixtures and facilities.  Location of sanitary facilities will be 
determined at the pre-construction meeting. 

C. Electric Power Service:  Use of Owner's existing electric power service will be permitted, as 
long as equipment is maintained in a condition acceptable to Owner. Not 
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3.2 SUPPORT FACILITIES INSTALLATION 

A. Parking:  Use designated areas of Owner's existing parking areas for construction personnel. 

B. Waste Disposal Facilities:  Provide waste-collection containers in sizes adequate to handle 
waste from construction operations.  Comply with requirements of authorities having 
jurisdiction, and with specification section 017419, “Construction Waste Management”.  
Comply with Division 01 Section "Execution" for progress cleaning requirements. 

C. Lifts and Hoists:  Provide facilities necessary for hoisting materials. 

1. Truck cranes and similar devices used for hoisting materials are considered "tools and 
equipment" and not temporary facilities. 

D. Project Area Enclosure Fence:  Before construction operations begin furnish and install project 
area enclosure fence in a manner that will prevent people from easily entering project area 
except by entrance gates. 

1. Extent of Fence:  As directed by owner. 

3.3 SECURITY AND PROTECTION FACILITIES INSTALLATION 

A. Environmental Protection:  Provide protection, operate temporary facilities, and conduct 
construction in ways and by methods that comply with environmental regulations and that 
minimize possible air, waterway, and subsoil contamination or pollution or other undesirable 
effects. 

3.4 OPERATION, TERMINATION, AND REMOVAL 

A. Supervision:  Enforce strict discipline in use of temporary facilities.  To minimize waste and 
abuse, limit availability of temporary facilities to essential and intended uses. 

B. Termination and Removal:  Remove each temporary facility when need for its service has 
ended, when it has been replaced by authorized use of a permanent facility, or no later than 
Substantial Completion.  Complete or, if necessary, restore permanent construction that may 
have been delayed because of interference with temporary facility.  Repair damaged Work, 
clean exposed surfaces, and replace construction that cannot be satisfactorily repaired. 

1. Materials and facilities that constitute temporary facilities are property of Contractor.   
2. At Substantial Completion, clean and renovate permanent facilities used during 

construction period.  Comply with final cleaning requirements specified in Division 01 
Section "Closeout Procedures." 

END OF SECTION 015000 Not 
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SECTION 016000 - PRODUCT REQUIREMENTS 

PART 1 - GENERAL 

1.1 SUMMARY 

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

B. See Division 01 Section "Closeout Procedures" for submitting warranties for Contract closeout. 

C. See Divisions 02 through 49 Sections for specific requirements for warranties on products and 
installations specified to be warranted. 

1.2 DEFINITIONS 

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

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

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

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

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

C. Basis-of-Design Product Specification:  Where a specific manufacturer's product is named and 
accompanied by the words "basis of design," including make or model number or other 
designation, to establish the significant qualities related to type, function, dimension, in-service 
performance, physical properties, appearance, and other characteristics for purposes of 
evaluating comparable products of other named manufacturers. 

1.3 SUBMITTALS 

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

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

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

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

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

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

e. Samples, where applicable or requested. 
f. List of similar installations for completed projects with project names and 

addresses and names and addresses of architects and owners. 
g. Material test reports from a qualified testing agency indicating and interpreting test 

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

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

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

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

the Contract Documents and is appropriate for applications indicated. 
l. Contractor's waiver of rights to additional payment or time that may subsequently 

become necessary because of failure of proposed substitution to produce indicated 
results. 

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

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

substitution within time allocated. 

B. Basis-of-Design Product Specification Submittal:  Comply with requirements in Division 01 
Section "Submittal Procedures." Show compliance with requirements. Not 
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1.4 QUALITY ASSURANCE 

A. Compatibility of Options:  If Contractor is given option of selecting between two or more 
products for use on Project, product selected shall be compatible with products previously 
selected, even if previously selected products were also options. 

1.5 PRODUCT DELIVERY, STORAGE, AND HANDLING 

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

B. Delivery and Handling: 

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

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

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

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

C. Storage: 

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

enclosure above ground, with ventilation adequate to prevent condensation. 
4. Store cementitious products and materials on elevated platforms. 
5. Store foam plastic from exposure to sunlight, except to extent necessary for period of 

installation and concealment. 
6. Comply with product manufacturer's written instructions for temperature, humidity, 

ventilation, and weather-protection requirements for storage. 
7. Protect stored products from damage and liquids from freezing. 

1.6 PRODUCT WARRANTIES 

A. Warranties specified in other Sections shall be in addition to, and run concurrent with, other 
warranties required by the Contract Documents.  Manufacturer's disclaimers and limitations on 
product warranties do not relieve Contractor of obligations under requirements of the Contract 
Documents. 

1. Manufacturer's Warranty:  Preprinted written warranty published by individual 
manufacturer for a particular product and specifically endorsed by manufacturer to 
Owner. Not 
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2. Special Warranty:  Written warranty required by or incorporated into the Contract 
Documents, either to extend time limit provided by manufacturer's warranty or to provide 
more rights for Owner. 

B. Special Warranties:  Prepare a written document that contains appropriate terms and 
identification, ready for execution.  Submit a draft for approval before final execution. 

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

2. Specified Form:  When specified forms are included with the Specifications, prepare a 
written document using appropriate form properly executed. 

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

C. Submittal Time:  Comply with requirements in Division 01 Section "Closeout Procedures." 

PART 2 - PRODUCTS 

2.1 PRODUCT SELECTION PROCEDURES 

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

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

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

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

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

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

6. Descriptive, performance, and reference standard requirements in the Specifications 
establish "salient characteristics" of products. 

B. Product Selection Procedures: 

1. Product:  Where Specifications name a single product and manufacturer, provide the 
named product that complies with requirements. 

2. Manufacturer/Source:  Where Specifications name a single manufacturer or source, 
provide a product by the named manufacturer or source that complies with requirements. 

3. Products:  Where Specifications include a list of names of both products and 
manufacturers, provide one of the products listed that complies with requirements. 

4. Manufacturers:  Where Specifications include a list of manufacturers' names, provide a 
product by one of the manufacturers listed that complies with requirements. 

5. Available Products:  Where Specifications include a list of names of both products and 
manufacturers, provide one of the products listed, or an unnamed product, that complies 
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with requirements.  Comply with provisions in Part 2 "Comparable Products" Article for 
consideration of an unnamed product. 

6. Available Manufacturers:  Where Specifications include a list of manufacturers, provide a 
product by one of the manufacturers listed, or an unnamed manufacturer, that complies 
with requirements.  Comply with provisions in Part 2 "Comparable Products" Article for 
consideration of an unnamed product. 

7. Product Options:  Where Specifications indicate that sizes, profiles, and dimensional 
requirements on Drawings are based on a specific product or system, provide the 
specified product or system.  Comply with provisions in Part 2 "Product Substitutions" 
Article for consideration of an unnamed product or system. 

8. Basis-of-Design Product:  Where Specifications name a product and include a list of 
manufacturers, provide the specified product or a comparable product by one of the other 
named manufacturers.  Drawings and Specifications indicate sizes, profiles, dimensions, 
and other characteristics that are based on the product named.  Comply with provisions in 
Part 2 "Comparable Products" Article for consideration of an unnamed product by the 
other named manufacturers. 

9. Visual Matching Specification:  Where Specifications require matching an established 
Sample, select a product that complies with requirements and matches Architect's sample.  
Architect's decision will be final on whether a proposed product matches. 

a. If no product available within specified category matches and complies with other 
specified requirements, comply with provisions in Part 2 "Product Substitutions" 
Article for proposal of product. 

10. Visual Selection Specification:  Where Specifications include the phrase "as selected 
from manufacturer's colors, patterns, textures" or a similar phrase, select a product that 
complies with other specified requirements. 

a. Standard Range:  Where Specifications include the phrase "standard range of 
colors, patterns, textures" or similar phrase, Architect will select color, pattern, 
density, or texture from manufacturer's product line that does not include premium 
items. 

b. Full Range:  Where Specifications include the phrase "full range of colors, 
patterns, textures" or similar phrase, Architect will select color, pattern, density, or 
texture from manufacturer's product line that includes both standard and premium 
items. 

PART 3 - EXECUTION (Not Used) 

END OF SECTION 016000 
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SECTION 017300 - EXECUTION 

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 general procedural requirements governing execution of the Work 
including, but not limited to, the following: 

1. General installation of products. 
2. Progress cleaning. 
3. Protection of installed construction. 
4. Correction of the Work. 

B. Related Sections include the following: 

1. Division 01 Section "Project Management and Coordination" for procedures for 
coordinating field engineering with other construction activities. 

2. Division 01 Section "Submittal Procedures" for submitting surveys. 
3. Division 01 Section "Cutting and Patching" for procedural requirements for cutting and 

patching necessary for the installation or performance of other components of the Work. 
4. Division 01 Section "Closeout Procedures" for submitting final property survey with 

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

PART 2 - PRODUCTS (Not Used) 

PART 3 - EXECUTION 

3.1 EXAMINATION 

A. Existing Conditions:  The existence and location of construction indicated as existing are not 
guaranteed.  Before beginning work, investigate and verify the existence and location of 
mechanical and electrical systems and other construction affecting the Work. 

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

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

2. Examine walls and roofs for suitable conditions where products and systems are to be 
installed. 
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3. Proceed with installation only after unsatisfactory conditions have been corrected.  
Proceeding with the Work indicates acceptance of surfaces and conditions. 

3.2 PREPARATION 

A. Existing Utility Information:  Furnish information to Owner that is necessary to adjust, move, or 
relocate existing utility structures, utility poles, lines, services, or other utility appurtenances 
located in or affected by construction.  Coordinate with authorities having jurisdiction. 

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

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

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

3.3 INSTALLATION 

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

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

and ease of removal for replacement. 

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

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

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

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

F. Templates:  Obtain and distribute to the parties involved templates for work specified to be 
factory prepared and field installed.  Check Shop Drawings of other work to confirm that 
adequate provisions are made for locating and installing products to comply with indicated 
requirements. Not 
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G. Anchors and Fasteners:  Provide anchors and fasteners as required to anchor each component 
securely in place, accurately located and aligned with other portions of the Work. 

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

2. Allow for building movement, including thermal expansion and contraction. 
3. Coordinate installation of anchorages.  Furnish setting drawings, templates, and 

directions for installing anchorages, including sleeves, concrete inserts, anchor bolts, and 
items with integral anchors, that are to be embedded in concrete or masonry.  Deliver 
such items to Project site in time for installation. 

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

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

 

3.4 PROGRESS CLEANING 

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

1. Comply with requirements in NFPA 241 for removal of combustible waste materials and 
debris. 

2. Do not hold materials more than 7 days during normal weather or 3 days if the 
temperature is expected to rise above 80 deg F.  

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

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

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

1. Remove liquid spills promptly. 

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

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

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

Not 
for

 bi
dd

ing



STATE OF DELAWARE 
ROOF REPLACEMENT AT 
DEMA/ TMC BUILDING 
165 BRICK STORE LANDING ROAD SMYRNA, DE  
 

EXECUTION                     017300 -4 
Cooperson Associates 

Project No. 16063 

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

3.5 PROTECTION OF INSTALLED CONSTRUCTION 

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

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

3.6 CORRECTION OF THE WORK 

A. Repair or remove and replace defective construction.  Restore damaged substrates and finishes.  
Comply with requirements in Division 01 Section "Cutting and Patching." 

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

B. Restore permanent facilities used during construction to their original “as found” condition, as 
determined by owner. 

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

END OF SECTION 017300 
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SECTION 017329 - CUTTING AND PATCHING 

PART 1 - GENERAL 

1.1 SUMMARY 

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

B. See Divisions 2 through 16 Sections for specific requirements and limitations applicable to 
cutting and patching individual parts of the Work. 

1.2 QUALITY ASSURANCE 

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

B. Operational Elements:  Do not cut and patch operating elements and related components in a 
manner that results in reducing their capacity to perform as intended or that results in increased 
maintenance or decreased operational life or safety. 

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

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

PART 2 - PRODUCTS 

2.1 MATERIALS 

A. General:  Comply with requirements specified in other Sections. 

B. In-Place Materials:  Use materials identical to in-place materials.  For exposed surfaces, use 
materials that visually match in-place adjacent surfaces to the fullest extent possible. 

1. If identical materials are unavailable or cannot be used, use materials that, when installed, 
will match the visual and functional performance of in-place materials. Not 
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PART 3 - EXECUTION 

3.1 EXAMINATION 

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

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

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

3.2 PREPARATION 

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

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

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

3.3 PERFORMANCE 

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

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

B. Cutting:  Cut in-place construction by sawing, drilling, breaking, chipping, grinding, and similar 
operations, including excavation, using methods least likely to damage elements retained or 
adjoining construction.  If possible, review proposed procedures with original Installer; comply 
with original Installer's written recommendations. 

1. In general, use hand or small power tools designed for sawing and grinding, not 
hammering and chopping.  Cut holes and slots as small as possible, neatly to size 
required, and with minimum disturbance of adjacent surfaces.  Temporarily cover 
openings when not in use. 

2. Finished Surfaces:  Cut or drill from the exposed or finished side into concealed surfaces. 
3. Concrete and Masonry:  Cut using a cutting machine, such as an abrasive saw or a 

diamond-core drill. 
4. Proceed with patching after construction operations requiring cutting are complete. 

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

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

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

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

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

END OF SECTION 017329 
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SECTION 017419 - CONSTRUCTION WASTE MANAGEMENT AND DISPOSAL 

PART 1 - GENERAL 

1.1 SUMMARY 

A. Section includes administrative and procedural requirements for construction waste 
management activities. 

1.2 DEFINITIONS 

A. Construction, Demolition, and Land clearing (CDL) Waste: Includes all non-hazardous solid 
wastes resulting from construction, remodeling, alterations, repair, demolition and land clearing. 
Includes material that is recycled, reused, salvaged or disposed as garbage. 

B. Salvage: Recovery of materials for on-site reuse, sale or donation to a third party. 

C. Reuse: Making use of a material without altering its form. Materials can be reused on-site or 
reused on other projects off-site. Examples include, but are not limited to the following: 
Crushing or grinding of concrete for use as sub-base material. Chipping of land clearing debris 
for use as mulch. 

D. Recycling: The process of sorting, cleaning, treating, and reconstituting materials for the 
purpose of using the material in the manufacture of a new product. 

E. Source-Separated CDL Recycling: The process of separating recyclable materials in separate 
containers as they are generated on the job-site. The separated materials are hauled directly to a 
recycling facility or transfer station. 

F. Co-mingled CDL Recycling: The process of collecting mixed recyclable materials in one 
container on-site. The container is taken to a material recovery facility where materials are 
separated for recycling. 

G. Approved Recycling Facility: Any of the following: 
 
1. A facility that can legally accept CDL waste materials for the purpose of processing the 

materials into an altered form for the manufacture of a new product. 
 

2. Material Recovery Facility: A general term used to describe a waste-sorting facility. 
Mechanical, hand-separation, or a combination of both procedures, are used to recover 
recyclable materials. 

1.3 SUBMITTALS 

A. Contractor shall develop a Waste Management Plan: Submit 3 copies of plan within 14 days of 
date established for the Notice to Proceed. 
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B. Contractor shall provide Waste Management Report: Concurrent with each Application for 
Payment, submit 3 copies of report. 

1.4 PERFORMANCE REQUIREMENTS 

A. General: Divert a minimum of  75% CDL waste, by weight, from the landfill by one, or a 
combination of the following activities: 

1. Salvage 
2. Reuse 
3. Source-Separated CDL Recycling 
4. Co-mingled CDL Recycling 

B. CDL waste materials that can be salvaged, reused or recycled include, but are not limited to, the 
following: 
1. Acoustical ceiling tiles  
2. Asphalt  
3. Asphalt shingles  
4. Cardboard packaging  
5. Carpet and carpet pad  
6. Concrete  
7. Drywall  
8. Fluorescent lights and ballasts  
9. Land clearing debris (vegetation, stumpage, dirt)  
10. Metals  
11. Paint (through hazardous waste outlets)  
12. Wood  
13. Plastic film (sheeting, shrink wrap, packaging)  
14. Window glass  
15. Wood  
16. Field office waste, including office paper, aluminum cans, glass, plastic, and office 

cardboard. 

1.5 QUALITY ASSURANCE 

A. Waste Management Coordinator Qualifications:  Experienced firm, with a record of successful 
waste management coordination of projects with similar requirements, that employs a LEED-
Accredited Professional, certified by the USGBC, as waste management coordinator. 

B. Refrigerant Recovery Technician Qualifications:  Certified by EPA-approved certification 
program. 

C. Regulatory Requirements: Conduct construction waste management activities in accordance 
with hauling and disposal regulations of all authorities having jurisdiction and all other 
applicable laws and ordinances. Not 

for
 bi

dd
ing



STATE OF DELAWARE 
ROOF REPLACEMENT AT 
DEMA/ TMC BUILDING 
165 BRICK STORE LANDING ROAD SMYRNA, DE  
 

CONSTRUCTION WASTE MANAGEMENT 017419 - 3 
Cooperson Associates 

Project No. 16063 

D. Preconstruction Conference: Schedule and conduct meeting at Project site prior to construction 
activities. 

1. Attendees: Inform the following individuals, whose presence is required, of date and time 
of meeting. 

a. Owner  
b. Architect 
c. Contractor's superintendent 
d. Major subcontractors 
e. Waste Management Coordinator  
f. Other concerned parties 

 
2. Agenda Items: Review methods and procedures related to waste management including, 

but not limited to, the following: 
 
a. a. Review and discuss waste management plan including responsibilities of Waste 

Management Coordinator.  
b. Review requirements for documenting quantities of each type of waste and its 

disposition. 
c. Review and finalize procedures for materials separation and verify availability of 

containers and bins needed to avoid delays. 
d. Review procedures for periodic waste collection and transportation to recycling 

and disposal facilities. 
e. Review waste management requirements for each trade. 

 
3. Minutes: Record discussion. Distribute meeting minutes to all participants. Note: If there 

is a Project Architect, they will perform this role. 

1.6 WASTE MANAGEMENT PLAN – Contractor shall develop and document the following: 

A. Develop a plan to meet the requirements listed in this section at a minimum. Plan shall consist 
of waste identification, waste reduction plan and cost/revenue analysis. Distinguish between 
demolition and construction waste. Indicate quantities by weight throughout the plan. 

B. Indicate anticipated types and quantities of demolition, site-cleaning and construction waste 
generated by the project. List all assumptions made for the quantities estimates. 

C. List each type of waste and whether it will be salvaged, recycled, or disposed of in a landfill. 
The plan should included the following information: 

1. Types and estimated quantities, by weight, of CDL waste expected to be generated during 
demolition and construction. 

2. Proposed methods for CDL waste salvage, reuse, recycling and disposal during 
demolition including, but not limited to, one or more of the following 

a. Contracting with a deconstruction specialist to salvage materials generated,  

Not 
for

 bi
dd

ing



STATE OF DELAWARE 
ROOF REPLACEMENT AT 
DEMA/ TMC BUILDING 
165 BRICK STORE LANDING ROAD SMYRNA, DE  
 

CONSTRUCTION WASTE MANAGEMENT 017419 - 4 
Cooperson Associates 

Project No. 16063 

b. Selective salvage as part of demolition contractor’s work, 
c. Reuse of materials on-site or sale or donation to a third party. 

 
3. Proposed methods for salvage, reuse, recycling and disposal during construction 

including, but not limited to, one or more of the following: 

a. Requiring subcontractors to take their CDL waste to a recycling facility;  
b. Contracting with a recycling hauler to haul recyclable CDL waste to an approved 

recycling or material recovery facility; 
c. Processing and reusing materials on-site; 
d. Self-hauling to a recycling or material recovery facility. 

 
4. Name of recycling or material recovery facility receiving the CDL wastes 

 
5. Handling and Transportation Procedures: Include method that will be used for separating 

recyclable waste including sizes of containers, container labeling, and designated location 
on project site where materials separation will be located. 

 

D. Cost/Revenue Analysis:  Indicate total cost of waste disposal as if there was no waste 
management plan and net additional cost or net savings resulting from implementing waste 
management plan.  Include the following: 

1. Total quantity of waste. 
2. Estimated cost of disposal (cost per unit).  Include hauling and tipping fees and cost of 

collection containers for each type of waste. 
3. Total cost of disposal (with no waste management). 
4. Revenue from salvaged materials. 
5. Revenue from recycled materials. 
6. Savings in hauling and tipping fees by donating materials. 
7. Savings in hauling and tipping fees that are avoided. 
8. Handling and transportation costs.  Include cost of collection containers for each type of 

waste. 
9. Net additional cost or net savings from waste management plan. 

PART 2 - PRODUCTS (Not Used) 

PART 3 - EXECUTION 

3.1 CONSTRUCTION WASTE MANAGEMENT, GENERAL 

A. Provide containers for CDL waste that is to be recycled clearly labeled as such with a list of 
acceptable and unacceptable materials. The list of acceptable materials must be the same as the 
materials recycled at the receiving material recovery facility or recycling processor. 

B. The collection containers for recyclable CDL waste must contain no more than 10% non-
recyclable material, by volume. 
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C. Provide containers for CDL waste that is disposed in a landfill clearly labeled as such. 

D. Use detailed material estimates to reduce risk of unplanned and potentially wasteful cuts. 

E. To the greatest extent possible, include in material purchasing agreements a waste reduction 
provision requesting that materials and equipment be delivered in packaging made of recyclable 
material, that they reduce the amount of packaging, that packaging be taken back for reuse or 
recycling, and to take back all unused product. Insure that subcontractors require the same 
provisions in their purchase agreements. 

F. Conduct regular visual inspections of dumpsters and recycling bins to remove contaminants. 

3.2 SOURCE SEPARATION 

A. General: Contractor shall separate recyclable materials from CDL waste to the maximum extent 
possible. 

Separate recyclable materials by type. 

1. Provide containers, clearly labeled, by type of separated materials or provide other 
storage method for managing recyclable materials until they are removed from Project 
site. 

2. Stockpile processed materials on-site without intermixing with other materials. Place, 
grade, and shape stockpiles to drain surface water and to minimize pest attraction. Cover 
to prevent windblown dust. 

3. Stockpile materials away from demolition area. Do not store within drip line of remaining 
trees. 

4. Store components off the ground and protect from weather 

3.3 CO-MINGLED RECYCLING 

A. General: Do not put CDL waste that will be disposed in a landfill into a co-mingled CDL waste 
recycling container. 

 

3.4 REMOVAL OF CONSTRUCTION WASTE MATERIALS 

A. Remove CDL waste materials from project site on a regular basis. Do not allow CDL waste to 
accumulate on-site. 

B. Transport CDL waste materials off Owner's property and legally dispose of them. 

 
C. Burning of CDL waste is not permitted. 

 
 
 
 

Not 
for

 bi
dd

ing



STATE OF DELAWARE 
ROOF REPLACEMENT AT 
DEMA/ TMC BUILDING 
165 BRICK STORE LANDING ROAD SMYRNA, DE  
 

CONSTRUCTION WASTE MANAGEMENT 017419 - 6 
Cooperson Associates 

Project No. 16063 

WASTE MANAGEMENT PROGRESS REPORT  
  
 
   

 

  
DISPOSED IN 
MUNICIPAL SOLID 
WASTE LANDFILL  

  
DIVERTED FROM LANDFILL BY 
RECYCLING, SALVAGE OR REUSE  

 MATERIAL CATEGORY  Recycled  Salvaged  Reused  
1.Roofing 
  

        

2. Cardboard Packaging  
 

        

3. Metals 
 

        

4. Wood 
 

        

5. Plastic Film (sheeting, 
shrink wrap, packaging) 

        

6. Field Office Waste (office 
paper, aluminum cans, glass, 
plastic, and coffee cardboard)   

        

7. Other (insert description)  
 

        

8.          

9.  
 

        

10.  
 

        

11.  
 

        

12.  
 

        

13., 
 

        

14.  
 

        

15.          

16.  
 

        

17.  
 

        
 

      Total (In Weight)      

(TOTAL OF ALL ABOVE VALUES – IN 
WEIGHT)  

                                                           Percentage of   
Waste Diverted  

 (TOTAL WASTE DIVIDED BY TOTAL 
DIVERTED)  

 

END OF SECTION 017419 
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SECTION 017700 - CLOSEOUT PROCEDURES 

PART 1 - GENERAL 

1.1 SUMMARY 

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

1. Inspection procedures. 
2. Warranties. 
3. Final cleaning. 

B. See Division 01 Section "Payment Procedures" for requirements for Applications for Payment 
for Substantial and Final Completion. 

C. See Division 01 Section "Project Record Documents" for submitting Record Drawings, Record 
Specifications, and Record Product Data. 

D. See Divisions 02 through 49 Sections for specific closeout and special cleaning requirements 
for the Work in those Sections. 

E. The close out documents submittal shall also include the following forms: 
1. Certificate of substantial completion. 
2. Consent of surety to final payment. 
3. Affidavit of Release of Liens. 
4. Affidavit of Payment of Debts and Claims. 

1.2 SUBSTANTIAL COMPLETION 

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

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

2. Submit specific warranties, final certifications, and similar documents. 
3. Prepare and submit Project Record Documents and similar final record information. 
4. Terminate and remove temporary facilities from Project site, along with mockups, 

construction tools, and similar elements. 
5. Complete final cleaning requirements, including touchup painting. 
6. Touch up and otherwise repair and restore marred exposed finishes to eliminate visual 

defects. 

B. Inspection:  Submit a written request for inspection for Substantial Completion.  On receipt of 
request, Architect will either proceed with inspection or notify Contractor of unfulfilled 
requirements.  Architect will prepare the Certificate of Substantial Completion after inspection 
or will notify Contractor of items, either on Contractor's list or additional items identified by 
Architect, that must be completed or corrected before certificate will be issued. 
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1. Reinspection:  Request reinspection when the Work identified in previous inspections as 
incomplete is completed or corrected. 

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

1.3 FINAL COMPLETION 

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

1. Submit a final Application for Payment according to Division 01 Section "Payment 
Procedures." 

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

3. Instruct Owner's personnel in maintenance of products. 

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

1. Reinspection:  Request reinspection when the Work identified in previous inspections as 
incomplete is completed or corrected. 

1.4 WARRANTIES 

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

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

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

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

3. Identify each binder on the front and spine with the typed or printed title 
"WARRANTIES," Project name, and name of Contractor. Not 
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PART 2 - PRODUCTS 

2.1 MATERIALS 

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

PART 3 - EXECUTION 

3.1 FINAL CLEANING 

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

B. Cleaning:  Employ experienced workers or professional cleaners for final cleaning.  Clean each 
surface or unit to condition expected in an average commercial building cleaning and 
maintenance program.  Comply with manufacturer's written instructions. 

1. Complete the following cleaning operations before requesting inspection for certification 
of Substantial Completion for entire Project or for a portion of Project: 

 
a. Remove tools, construction equipment, machinery, and surplus material from 

Project site. 
b. Clean exposed exterior hard-surfaced finishes to a dirt-free condition, free of 

stains, films, and similar foreign substances.  Avoid disturbing natural weathering 
of exterior surfaces.   

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

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

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

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

D.  

END OF SECTION 017700 Not 
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SECTION 017839 - PROJECT RECORD DOCUMENTS 

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. Section includes administrative and procedural requirements for project record documents, 
including the following: 

1. Record Drawings. 
2. Record Product Data. 

B. Related Requirements: 

1. Section 017700 "Closeout Procedures" for general closeout procedures. 

1.3 CLOSEOUT SUBMITTALS 

A. Record Drawings:  Comply with the following: 

1. Number of Copies:  Submit one set of marked-up record prints. 
2. Number of Copies:  Submit copies of record Drawings as follows: 

a. Submit one paper-copy set of marked-up record prints. 
b. Submit PDF electronic files of scanned record prints and one of file prints. 

PART 2 - PRODUCTS 

2.1 RECORD DRAWINGS 

A. Record Prints:  Maintain one set of marked-up paper copies of the Contract Drawings and Shop 
Drawings, incorporating new and revised drawings as modifications are issued. 

1. Preparation:  Mark record prints to show the actual installation where installation varies 
from that shown originally.  Require individual or entity who obtained record data, 
whether individual or entity is Installer, subcontractor, or similar entity, to provide 
information for preparation of corresponding marked-up record prints. 

a. Give particular attention to information on concealed elements that would be 
difficult to identify or measure and record later. 

b. Accurately record information in an acceptable drawing technique. 
c. Record data as soon as possible after obtaining it. Not 
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2. Content:  Types of items requiring marking include, but are not limited to, the following: 

a. Dimensional changes to Drawings. 
b. Revisions to details shown on Drawings. 
c. Changes made by Change Order or Construction Change Directive. 
d. Changes made following Architect's written orders. 
e. Details not on the original Contract Drawings. 
f. Field records for variable and concealed conditions. 

3. Mark the Contract Drawings and Shop Drawings completely and accurately.  Use 
personnel proficient at recording graphic information in production of marked-up record 
prints. 

4. Mark record sets with erasable, red-colored pencil.   
5. Mark important additional information that was either shown schematically or omitted 

from original Drawings. 
6. Note Construction Change Directive numbers, alternate numbers, Change Order 

numbers, and similar identification, where applicable. 

B. Record Digital Data Files:  Immediately before inspection for Certificate of Substantial 
Completion, review marked-up record prints with Architect. 

C. Format:  Identify and date each record Drawing; include the designation "PROJECT RECORD 
DRAWING" in a prominent location. 

1. Record Prints:  Organize record prints and newly prepared record Drawings into 
manageable sets.  Bind each set with durable paper cover sheets.  Include identification 
on cover sheets. 

2. Format:  Annotated PDF electronic file. 
3. Identification:  As follows: 

a. Project name. 
b. Date. 
c. Designation "PROJECT RECORD DRAWINGS." 
d. Name of Architect. 
e. Name of Contractor. 

2.2 RECORD SPECIFICATIONS 

A. Preparation:  Mark Specifications to indicate the actual product installation where installation 
varies from that indicated in Specifications, addenda, and contract modifications. 

1. Give particular attention to information on concealed products and installations that 
cannot be readily identified and recorded later. 

2. Mark copy with the proprietary name and model number of products, materials, and 
equipment furnished, including substitutions and product options selected. 

3. Record the name of manufacturer, supplier, Installer, and other information necessary to 
provide a record of selections made. 

4. Note related Change Orders, record Product Data, and record Drawings where applicable. 
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B. Format:  Submit record Specifications as paper copy. 

2.3 RECORD PRODUCT DATA 

A. Preparation:  Mark Product Data to indicate the actual product installation where installation 
varies substantially from that indicated in Product Data submittal. 

1. Give particular attention to information on concealed products and installations that 
cannot be readily identified and recorded later. 

2. Include significant changes in the product delivered to Project site and changes in 
manufacturer's written instructions for installation. 

3. Note related Change Orders, record Specifications, and record Drawings where 
applicable. 

B. Format:  Submit record Product Data as paper copy. 

1. Include record Product Data directory organized by Specification Section number and 
title, electronically linked to each item of record Product Data. 

PART 3 - EXECUTION 

3.1 RECORDING AND MAINTENANCE 

A. Recording:  Maintain one copy of each submittal during the construction period for project 
record document purposes.  Post changes and revisions to project record documents as they 
occur; do not wait until end of Project. 

B. Maintenance of Record Documents and Samples:  Do not use project record documents for 
construction purposes.  Maintain record documents in good order and in a clean, dry, legible 
condition, protected from deterioration and loss.  Provide access to project record documents for 
Architect's reference during normal working hours. 

END OF SECTION 017839 
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