Managing Construction Projects
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Key Concepts for Housing Authorities




Managing Construction -Projects

Authority 1Is Owner

A Conceives of and initiates the project.

A Manages the funding.

A Makes the important decisions, whether directly or indirectly.
A Maintains the project archive file for public audit.

Designer and RCAT work on behalf of the Owner




Managing Construction -Projects

Designer

Owner has a Scope of Services (SOS)
Contract with the Designer which
typically includes Construction
Administration phase services
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Designer

Owner-Contractor
Agreement does not
Include the Designer as a
signatory

Contractor
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Designer Contractor

Each Contract requires the Designer and Contractor to work
together, but they work for the Owner, not each other.
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Sometimes the
RCAT assumes the
role of Designer

Contractor
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Designer/
RCAT

During the project life cycle, a clear structure of communication
should be followed.
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Owner és communi cati on
throughout the project is
primarily with and through
the Designer

Designer/

RCAT

During the project life cycle, a clear structure of communication
should be followed.
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Designer acts as facilitator
and liaison between Owner
and Contractor while
managing the project on
behalf of the Owner

Designer/

RCAT

During the project life cycle, a clear structure of communication
should be followed.
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Communication between
Owner and Contractor should
generally be limited to day -to-
day coordination on site

Designer/
RCAT

During the project life cycle, a clear structure of communication
should be followed.
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For smaller projects, Designer and

RCAT may not be involved so the
Owner communicates directly
with the Contractor.

This training assumes either
Designer or RCAT involvement.




Construction Project: Life Cycle

Biddrag construction

Design Phase

Phase

Phase

Owner manages the project file.
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Managing the: Project: File

Manage the ,Project

Owner is ultimately responsible for complete archive file prepared
for audit.

File can be organized to follow project life cycle, serving as check
list for all phases.

Owner depends on Designer/RCAT and Contractor to manage day
to day construction issues, but Owner should hold team
accountable for producing required documents, adhering to the
Contract and following the agreed upon schedule.




Managing the: Project: File

Manage the ,Project

A Organized and updated file is good indicator that project is being
properly managed, even during conflict.

A Construction is managed and tracked by exchange of documents.
All decisions must be represented by corresponding record
document, such as a Change Order.

A All documents in the file should be final executed copies. Save
miscellaneous documents and drafts elsewhere.
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Design Phase

A Designer SOS Contract

Scope of Services a
expectations for th
basic and additional services.

ement c |l
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A Designer Invoices

Designer submits invoices on a monthly basis. File all invoices
with clear indication of payment to the Designer.

A Testing

Buil ding Owners are responsi bf
materials scheduled to be disturbed during renovations are
tested for hazardous substances (primarily lead and asbestos)
prior to the work. Materials must be tested by a qualified
environmental consultant. Consultant may be obtained by
Designer as a subconsultant. File all reports.
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Design Phase

A Bidding Specifications

Required for all projects of any value.

Document with various sections that describes the Work of the
Contract including bid submission, contract and technical
construction requirements.

Produced by LHA and issued to at least 3 bidders for projects
under $10,000.

Produced by Designer or RCAT for projects over $10,000 and
iIssued to the public for bidding.

Once issued, cannot be maodified except by issuing Addendum.
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Design Phase

(continued)

A Bidding Drawings

Produced if necessary and issued to the public with the Bidding
Specifications to graphically communicate the Scope of Work to
bidders.

Together, specifications and drawings become the Bidding
Documents.

Once issued, cannot be modified except by issuing Addendum.
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Bidding Phase

A Advertisements

All projects with construction budgets $10,000 or greater must
be advertised to the public. Ads must be posted in the following
places:

A Massachusetts Central Register
AMassachusetts Commbuyés webp
AAwarding Authorityés (LHAés)
APosted conspicuously at LHAg:

Y
"

Projects with construction budgets $50,000 or greater:
AMust also publish adverti seime

Advertisement notifies bidders about the project, estimated
construction budget, and critical bidding dates based on the
Public Notification within the Bidding Specification.
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Bidding Phase

A Addenda

During the Bidding Phase, Bidding Documents can only be
modified by issuing an Addendum to all plan holders and
distributing it with the original bidding documents to all new
plan holders.

Each addendum is a document that clearly describes
clarifications of and/or modifications to the bidding
documents, such as addition or removal of scope.

Addenda are issued as needed and are a common part of
bidding procedure, but ideally should be limited and only
iIssued if a problem with the originally issued documents is
detected that may ultimately result in a Change Order.
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Bidding Phase

(continued)

APreBi d RFlI és and Email s

Before bids are due, Bidders may ask questions about the
Bidding Documents and/or project scope. All questions must be
submitted in writing via Request for Information (RFI) or email.

It is critical that no information Is provided to one bidder and
not the others. Do not.answer questions verbally, on the phone
or by email response.

Answers are provided in form of Addendum.

APl an Hol der és Li st

Company name and contact information for each individual that
obtains bidding documents from the document distributor
(Projectdog, BidDocs Online, RCAT, etc.).

Addenda/notifications are distributed to all on the list.
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Bidding Phase

A Original Bids

File each bid package received as a single bound document
including all forms and documents submitted by the bidder
with their bid, in the order submitted, regardless of whether
each document was required by the specifications to be
submitted at the time of bid.

If a bid is received after the bid deadline, it is filed and marked

accordingly.
A Bid Tabulation Sheet
Each bid received i s e&etabul at

company name, address, base bid amount and each alternate
bid amount. Tabulation Sheet is public information and is

posted on the document distriflb
possible following the bid deadline.
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Bidding Phase

A Low Bidder Reference Checks

At least three reference checks are required to verify that the
low bid contractor has satisfactorily performed similar work.
For projects under $100,000, bidders are required to submit a
reference sheet. For projects over $100,000, use the DCAMM
Update Statement for past project contacts.

Generally performed by Designer or RCAT via documented
phone calls using a standardized list of questions.

A Recommendation Letter

Once bid packages are reviewed and reference checks are
complete, Designer or RCAT issues a Recommendation to
Award Letter to the LHA for presentation to the Board of
Directors for approval to award the Contract to the qualified
low bidder.
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Bidding Phase

(continued)

A Board Approval

Board of Directors provides an official Board Approval document
showing approval of the Contractor and contract amount.

A Award Letter

A letter is issued to the low bidder notifying the company that
their bid has been accepted and approved by the LHA Board of
Directors, showing the Contract Amount. Prepared contracts
ready for the bidder és signat

A Post award in Massachusetts Central Register
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Construction Phase

A Owner-Contractor Agreement

Standard agreement establishing that all bidding specifications,
drawings and addenda become the Contract Documents.

A Bonds

For projects with contract amounts less than $25,00Q bonds are
not required.

For contract amounts $25,000 or greater:
A 100% Performance Bond is required.

A 100% Payment Bond is required.

Bonds submitted by the Gener a
forms, dated to coincide with the Contract date, and have a
current Power-of-Attorney attached to each bond.
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Construction Phase

(continued)

A Certificates of Insurance

All projects require the Contractor to submit Certificate(s) of
Insurance indicating compliance with the General Conditions.

A Notice to Proceed

Typically submitted to the Contractor at the Construction Kick-
Off Meeting, LHA issues NTP to officially authorize the
Contractor to proceed with the work.

Shows authorization date and construction duration (in days)
based on the construction duration listed in the specifications.

Construction duration countdown begins on the date of NTP.
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Construction Phase

A Meeting Minutes

Construction Kick Off meetings and all subsequent
construction progress meetings are documented via record
meeting minutes, produced by the Designer/RCAT and
distributed to all parties including the Contractor.

If formal meetings are held prior to Construction, they are also
documented here.

A Submittals

Technical specifications require the Contractor to neatly submit
manufactureres documents for
review by the Designer and/or RCAT. This is done to verify what
products the Contractor plans to install and that those products
comply with the requirements of the specifications.

Designer and/or RCAT will provide official approval.
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Construction Phase

A Permits

Contractor submits a copy of all building permits obtained for
the Work directly to the Owner. Not all construction requires a
permit. Contractor is responsible for obtaining permits and
knowing when they are required, but the Owner should also be
aware and verify that permits have been pulled.

A Licenses and OSHA Cards

Contractor provides copies of all required licenses, such as a
plumbing license, directly to the Owner prior to the start of
work.

Every worker must be OSHA 1@hour certified, at minimum. A
copy of each workereées OSHA Car
Owner.
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Construction Phase

(continued)

A Project Directory

Prior to the start of work, Contractor provides a contact list
showing name, company, role and phone number of each
project team member i1including
personnel:, Contractores presi/(
supervisor. 24hour emergency contact from the Contractor is
also designated.

Critical to establish the Cont
maintained throughout construction.

A Project Schedules

Contractor submits a written construction schedule prior to the
start of work, and then updates it on a weekly or bi-weekly
basis. All schedules are kept for record, to track progress, and
to hold Contractor accountable in case of delays.
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Construction Phase

A Certified Payroll Reports

Contractor must pay employees appropriate Massachusetts
Prevailing Wage Rates as issued by the Department of Labor
and included in the Specifications.

Submitted by the Contractor directly to the Owner on a
weekly basis to verify that proper wages are being paid. Do
not issue payment to the Contractor until wage rate reports
are up to date showing compliance.
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Construction Phase

A Schedule of Values

If more than one Application for Payment is expected, the
Contractor must submit Schedule of Values showing
breakdown of the total Contract sum itemized for each general
conditions and technical scope item. Once approved by the
Designer and Owner, all future Applications for Payment will be
based on the percentage complete of each item.

A Change Orders

Each Change Order should be filed with all associated backup
information including, at minimum, initial change order
proposal with pricing breakdown and pricing back -up quotes.
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Construction Phase

(continued)

A Applications for Payment

May be submitted by the Contractor on a monthly basis, or
evenly spaced over the construction duration as determined at
the Construction Kick-Off Meeting.

Schedule of Values should be attached to each application
showing percentage complete of each scope item with values
tallied to correspond with the amount to be paid by the
Owner. Application is reviewed and approved by the
Designer/RCAT prior to submission to the Owner for payment.
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Construction Phase

A Certificate of Substantial Completion and Punch List

CSC is required only for projects over $50,000. Punch list
reviews are performed when the work is substantially
complete.

For all projects, when the work is determined by the
Designer/RCAT to be sufficiently complete, the work is
reviewed for issues and/or deficiencies that must be corrected
by the Contractor prior to final payment. Final payment is
withheld until all punch list items are corrected. Multiple
punch lists may be required.

A Certificate of Final Completion

CFC is required for all projects over $10,000 and is issued
upon final completion of all work including resolution of all
punch list items.
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Construction Phase

(continued)

A Certificate of Compliance with Bidding Laws

Completed by the Owner and filed for all projects of any value
to verify that the project was procured in accordance with
Massachusetts laws and that the DHCD Capital Planning
System has been updated.
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Construction Phase

A Warranties

General contractor submits a Letter of Guarantee for
workmanship warranty with terms in compliance with the
General Conditions.

Contractor submits all product warranties as required by each
technical specification section.

All warranties are submitted to the Designer/RCAT for review
and approval prior to submission of final closeout documents
to the Owner.

Final payment and CFC should not be approved until all
warranties have been received.

Final Project-Archive File
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How to write specifications and bid
projects under $10,000




The Regional Capital Assistance Team:

How to write specifications
and bid projects

under $10,000
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Introduction:

Before moving forward with the writing of bid Packages and bidding of
projects below $10,000, a number of assumptions are made:

A The project has been created in the Capital Planning System, (CPS).

A The project has been approved as part of the annual Capital
Improvement Plan (CIP?

A A FISH number has been issued for the project by the Local Housing
Aut horityaos (LHAos? DHCD Proj ect

Il n general these pI‘O{ ects are

oSound Business Practiceso, w h
advice and help in getting these projects off the ground, if needed.
follows is a handbook approach to creating these projects, including/an
actual example.

DHCDOGs Small Project Guide
template documents for your use on'these projects:
www.mass.gov/hed/docs/dhcd/ph/small -
projects/dncdsmallprojectsquide.pdf

| — |


http://www.mass.gov/hed/docs/dhcd/ph/small-projects/dhcdsmallprojectsguide.pdf

The $10.000 Project Process:

Reviewing Procurement Regulations
Deciding whether a designer is needed
Compiling a project estimate.

Compiling a bid request using the DHCD template
A Title Page
A General Practices
A OwnerContractor Agreement
A Scope of Work

5. Obtaining Wage Rates
6. Getting Bids
7
8

W

Checking References
. Board Approval of Contract
9. Notice to Proceed
10. Contract Administration
11. Invoicing and Payment
12. Closeout of the Project
13. A Sample Project



1. Reviewing Procurement
Regulations:

The type of project (vertical versus horizontal, design only , etc.)
becomes relevant as to the procurement regulations involved.

The State Procurement Regulations for Procurements of $10,000 or
less are outlined in a chart on the following page. They cover:

A Three areas of Construction
A Building Construction (Vertical Constructiod M.G.L c149)
A Site Construction (Horizontal ConstructionM.G.L ¢30 and c39)
A Construction Material Purchases (without labo9M.G.L ¢30 and c39

A Designer ServicesNI.G.L ¢c7C and c4457)

A Goods and ServicesM.G.L c30B) l

/ \\\/\k



Construction

Procurement
Procedure

Under $10,000 Procurement Requirements for State Statutes

MG.L. c

Building
Construction
Contracts
with Labor

Sound
business
practices *

Construction
Contracts
with Labor

Sound
business
practices ®

Construction
Materials
Procurements
without Labor

Sound
business
practices *

M. G.L. c.7C, && 44-57
Design Services for Public
Building Projects (Design
Fees under $10K)

Naone,
Recommend
soliciting
from at least
three
designers.

Procurement
Procedure

M. G.L. c.30B. Procurement of Goods

and Services

Procurement
Procedure

Sound business
practices *

Notice/Advertisement
Requirements

Advertising

Required No

Motice/Advertising
Requirements

None,

DCAMM Certification

Designer

Selection Board No

Award contract to:

Responsible person
offering the best
price.

OSHA Training

Designer
Application

Written
Contract
Required

No. Keep written
records as a best
practice.

Prequalification

Designer
Evaluation
(Submit to
DCAMM and
Designer
Selection
Board)

Maximum Contract
Term

Three years, unless
majority vote authorizes
longer.

Filed Sub-bids

Registration

05D Option

Yes.

Bid Deposit

Insurance

Payment Bond

Prevailing
Wage

Prevailing Wage

Yes , for construction
related services.

Performance Bond

Prevailing Wage

Contractor Evaluation

05D or Blanket Contract

* Sound business practices: “periodic solicitation of price lists or quotes to ensure the receipt of favorable prices”. DHCD recommends that an LHA invite at least three
contractors to quote the job, but if they decline, a single quote that meets all requirements may be accepted. Keep records of contractors asked to quote,




2. Deciding whether a designer is needed

Although most $10K projects are relatively simple, utilizing the work of one trade, (for
example flooring replacement, a small reroofing project, siding replacement etc.)
some projects may involve health and safety issues or code issues that require the
technical knowledge of a licensed designer, (such as fire alarm alterations, boiler
replacements, ADA compliance issues etc.).

Assuming design fees will be less than $10K the selection can be made by the LHA
directly without advertising, although it is good practice to solicit 3 quotes. DHCD
mai ntains a |ist of oDesigner Lited House 0

http://www.mass.gov/hed/docs/dhcd/ph/small _-projects/housedoctorliteprogramforsmallproj.pdf

directly, obtain a proposal, and negotiate their business relationship. The advantage
of this program, is that the designers are prequalified per DHCD review, and the LHA
is eligible for a 50% rebate up to $3,000 on the design fee.

/ \\\/\k


http://www.mass.gov/hed/docs/dhcd/ph/small-projects/housedoctorliteprogramforsmallproj.pdf

3. Compiling a project estimate.

A preliminary estimate can be arrived at by creating the project
In the Capital Planning System (CPSittps://dhcdcps.com.
Your RCAT Project Manager can help with this. Further, bid
archives of recent similarly bid projects,
(https://massrcat.com/construction -bid-packagearchives/)

can be used as source of estimates, bearing in mind that
smaller projects usually have a higher comparable unit price
than the same type of project at a larger scale.

|
/ \\\/\k


https://dhcdcps.com/
https://massrcat.com/construction-bid-package-archives/

http://www.mass.gov/hed/docs/dhcd/ph/fend/Ok10k/10k | -entriefgontendlidoc

LTEMS TQ REFLECT THE
FOR THIS PROJECT

Entries are made for: IWmT:ﬁ;afi:zmr:,,r?;:5
A LHA Contact information .

A Brief description of Project.
A Time proposal is due.

A Index

7N



http://www.mass.gov/hed/docs/dhcd/ph/fend/0k10k/10k-entriefrontend.doc

4. Compiling the Bid Package: General Provisions

Describes the conditions of the contract,

including:

A The sales tax exemption

A That the contractor is to secure all
permits and pay for fees, but be
reimbursed by the LHA, (as some
towns waive these costs).

A State Insurance requirements
I ncluding Worker o0s
requirements are outlined.




4. Compiling the Bid Package: OwneContractor

Agreement

To be submitted by the Contractor after a

successful bid. Should be prdilled with:

A Project description, including the FISH
number.

A Number of calendar days the
Contractor has to complete the work.

OWNER-CONTRACTOR AGREEMENT

v
[

Thi sgreement made mww ormmluuana e Gy caed
the."Own: iame “Contractor

T——— -

Article 1. Scope of Wark: The Contractor shall perform il Work required by the Contract Dacurments for Briel Description of the
Work_prepared by_Name of Architect or Engineer Acring as and referred to In the Contract Dacuments as the "Archiact”.

Ao 2. Twe of Compienion: The Contractor shall eommence work under this Contract on the date specified in the written
“Notice to Proceed” and g the Work c of saix date. Damages for

dotays inthe performance of the Work shal be in accordance with Article 9 of the General Conditions of the Conlract.
TS 3. CONTRACY Subt: The Owner shall pay the Cantractar, in cusrent funds, for the performance of the Waork, subject to
additions and deductions by Change Order, of the Contract Sum of

CoNTRact Aeount in WoRRS. ‘Dofollar Contmacw Nuvoges

T Tonmascs Sowm P

T

: Theolowing. togethr with i Agrement, for he Contracand s re s fuly it of e
contract 2 f attached to this Ag ents, Contract Farms, Condltions of
e Contract, and Specications as enomerated i he Tabe of Conants, !heariwmguienumemea in the List of Contract Drawings,
and all Modifications issued after execution of the Contract, Terms used in this Agreement which are defined in the Canditions of the
Contract shal hawe the meanings designated in thase Conditions

Afnas 6 REAP Comnineanon: Pursuant to M.G.L. c.62(c] §48(al, the individual signing this Contract on behalf of the Cantractor, herety
certifies, under the penalties of perjury, that 1o the best of their knowledge and belief the Contractor has complied with all Laws of the

[ relating to taxes, child support

ExTcATION: In Executive Order 481 the undersigned further certifies under the
penalties of perjury that the Contractar shall not workers h the performance of this
contract; that pursuant to federal requirements, the Contractor shill verily the immigration status af all warkers assigned 10 such

contract without i d that it shall nat knowingly or recklessly siter, falsify, or sccept altered or
falsified docurments from any such worker(s). The cwracmrundemanus and agrees that brasch of any of these terms during the
ing the Contractor to sanctiens, including but not limited to manetary

ed 45 & material broach,

contract period may b
penalties, withholding of payments, contract suspension e termination.

1 InTes: The Contractor covenants, that (1) presently, there is no finanial interest and shall not acquire
any such interest, durect or indirect, which would conflict in any manner or degree with the performance of services required to be
performed under this Agreement or which would violate M.G L ¢ 2684, 35 amended; (2} In the parformance of this Contract, no
persan having any such interest shall be employed by the Contractor or engaged as a subcontractor by the contractor; and (3) na
partner or employee of the firm is related by blood of marriage to any Board Member o employee of the Awarding Authority.

s e, the AaTicsHereto e COused TN IDSITUTSent 12 e Executes L 5l

1 CONTRACTOR * KWARDING AUTHORITY
Contractor's Name Nameot Authoriy
ame of Comractor Warme of Hoing Aoty
Cantractar's Street Address LKA Address
Contractor's City State Zip
oy tae 7 ETrr]
By:
ETTre e
Witness Attest
W Corporstion, ¥lach  notaized copy of the Corporste g by oot han  Housing Retce ity Bowrd menior, ttach
ot authonzieg sgratcry 0 54 Contract & oy of Certfied B it sutherizg the sgnatory 134 Contract

Oate



4. Compiling the Bid Package: Scope of Work

This is completed by the LHA to describe | I

ScOPE OF WORK

what work is to be done, how it is to be
done, and with what materials it is to be
done. Your RCAT project manager can s 1
provide help in developing the scope as e

MateRIALS What materials to expect?

can DHCD (below):

You cannot ask the Bidder to tell you what the Scope of Work should be

Jim McCurdy, DHCD Supervising  Architectat Desian How doyou want it put together?

617 -573 -1151 or e-mail at james.mccurdy@state.ma.us Excamoy flow eyt e e hewen?
Or
Joe DiMare, DHCD_ Supervising Engineerat Seecia ou want some type o special o extended warranty you must nclude t i
617 -573 -1157 'or e-mail joseph.dimare@siate.ma.us Mansanmies/ e sy, e o eI you mistincutet



mailto:james.mccurdy@state.ma.us
mailto:joseph.dimare@state.ma.us

4. Compiling the Bid Package: Scope of Work

A Describe the Type of work to be done, including
guantities involved in that work:

A Take photos of existing conditionsnd make copies of
existing plans if available, to show the issue to be remedied,
(plans that have been archived can be dowdoaded at)
https://biddocsonline.com/login.php?from=/archives/

A Quantify the amount of work to be donewithin an
approximate range. For example , if carpeting is to be
replaced , give the approximate square footage that is to be
replaced.

A Check for lead and asbestos if building was built prior to
1979. Lead paint was prohibited for use in housing after ./
1978, and asbestos was prohibited after 1977.
Environmental testing may need to be done to verify. this.

A Include standard specifications for the new workincludi
materials to be used. Use DHCD acceptable stand
when available, (link on next page).

\

N\



https://biddocsonline.com/login.php?from=/archives/

4. Compiling the Bid Package: Scope of Work

A DHCD Guidelines and Construction Standards are a
reference for creating a durable, sustainable project.
These can be found at:
http://www.mass.gov/hed/housing/ph -mod/design-
and-constructiongquidelinesand- standards.html

A DHCD also has template specifications for many typical
projects. These can be requested from DHCD. A llist of
available specifications can be found at:
www.mass.gov/hed/docs/dhcd/ph/dcquidestandard/s
ampletechinicalspecificationtableofcontents.pdf

A Further in addition to a source of cost estimates, p
archived RCAT bid packages can be used as‘draft
templates for similar projects. Your ProjéctiVa ager C
help provide these resources. Past project ax€hives cgn
also be found athttps://massrcat.com/con; '
bidpackage-archives/

\
\ ‘)\\*
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http://www.mass.gov/hed/housing/ph-mod/design-and-construction-guidelines-and-standards.html
http://www.mass.gov/hed/docs/dhcd/ph/dcguidestandard/sampletechinicalspecificationtableofcontents.pdf
https://massrcat.com/construction-bid-package-archives/

5. Requesting Wage Rates

A Every public construction project , (with very few exceptions) is required to be done under Prevailing Wages. They can bkeapp
for ondine for each project at

-http://prevailingwage.detma.org/WageReqguest.aspx?wr=121&AspxAutoDetectCookieSupport=1

Generally they are emailed back within 24 hours.

The entire schedule of wage rates, (usually 33 e

s 6 a y
riment of Labor Standards

pages long) are to be included in any bid package,

(not just the trades that are expected to be

a part of the scope of the work). These rates,

are monitored through Certified Payroll Reports

“Projest Tyge Cconstruction P iy Dlianizsrial (ot ning) Cswespar
Houteids Electrics pmemt 1 [MrashRecycle [
o Eng M (Cvayng ot

that contractors are required to provide for every

Week they are on the project, (even for weeks they

To e B Bo o Do Bo Do o I

are not physically on site). These report forms can be found at:

A http://www.mass.gov/anf/docs/dcam/ofa forms/statement -of-compliance-payroll.pdf

A Wage rates are good for 90 days from the date of issue.



http://prevailingwage.detma.org/WageRequest.aspx?wr=121&AspxAutoDetectCookieSupport=1
http://www.mass.gov/anf/docs/dcam/ofa-forms/statement-of-compliance-payroll.pdf

6. Getting Bids

The procurement of projects under $10,000 requires

0OSound Business Practiceso, defined
price lists or quotes to ensure the receipt of favorable prices. DHCD
recommends that a LHA invite at least 3 contractors to quote each

job, but if they decline, a single quote that meets all requirements

may be accepted. The LHA is required to keep records of contractors

that were asked for a quotation. There is no advertising requirement,

and OSD contracts{{ttps://www.commbuys.com/bso/ ) can be used
as one or more of the quotes. If 2 OSD contracts are solicited , no
further quotes are needed.

Bid results for | arger project

https://biddocsonline.com/projects.php?list=recent, which canbe a. '
source of contractors that do public work. Again, archived RCATbid
results are also a source of bidders in various categories , which c

be contacted for quotes in various construction categories,
(https://massrcat.com/construction -bid-package-archives))

\
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https://massrcat.com/construction-bid-package-archives/

/. Checking References

A References should be requested from the lowest BIDDER's REFERENCE FORM
responsive bidder (a bidder that has provided a bid in
compliance with the bid document) and responsible '
bidder, (one who has provided a quote that appears
reasonable in the context of other received bids, and
someone who has proven the ability to do the work
being bid). Projects submitted should be of similar
scope and size as the bid project. A reference form as
shown here can be included in the original Request for
Services (RFS), downloaded at:
https://massrcatcom.files.wordpress.com/2016/07/r
eferencessheet.pdf

A It is also good practice to check with your RCAT Project
Manager or DHCD Construction Advisor regarding any
information they may have on your bidder. Further the
Division of Capital Asset Management (DCAMM) posts
a list of debarred contractors at:
http://www.mass.gov/anf/docs/dcam/debarred/curr
ent-debarmentlist.pdf

tacted to confirm the bidder's skills, abilities and qualifications to faithfully perform the work as
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https://massrcatcom.files.wordpress.com/2016/07/reference-sheet.pdf
http://www.mass.gov/anf/docs/dcam/debarred/current-debarment-list.pdf

/. Checking References

Reference Questions:
A Did the contractor perform the work in accordance with the

scope of work?

Did the contractor provide sufficient oversight of the work

performed?

Rate the contractords knowl edgle

How were the contractorodos overjal

responsiveness?

Did the contractor request change orders on the project?, Were

they justified? \

Would you use this contractor again? \

If the references are favorable a general recommendation,is .

made and submitted to the LHA Board of Commissioners for

approval. If references are poor the next responsive and

responsible bidder ds r ef

found with acceptable references. If none is found ,

o Io  Pod» Do

\

N



8. Board Approval of Contract

A'When the LHA has selected the lowest responsive and responsible
contractor and is satisfied with their references , this information is put
into a Resolution for the approval of the Board of Commissioners, if the
Board has not given prior approval to the LHA ED to approve contracts
below $10K themselves. The date of approval by the Board becomes
the date of the contract with the LHA and the Contractor.

A Some LHA Boards have chosen to allow the ED to approve contracts
directly up to $10K, for projects t
Improvement Plan, that was previously been approved by the Board,

(provided that that the contract is not beyond a certain percentage of
the original estimate, 10% for example). This allows the contracted wark
to move forward without having to wait for the next Board meeting.
Typically the Board is informed of the contract at the next Board
meeting. [
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9. The Preconstruction Meeting (Covers the following)

A Notice to Proceed:The LHA should issue a Notice to Proceed (NTP) to the
Contractor, which establishes the start d
representative. Other items of importance not covered in the contract may also be ‘
established as part of the NTP. Even in projects of this small size, the NTP documents the
terms impacting the time of completion should problems arise. An example can be found
in the DHCD Small Projects Guiderww.mass.gov/hed/docs/dhcd/ph/small -
projects/dhcdsmallprojectsquide.pdf

A Discussion ltems:
A Paying for the Building Permit(swhich the Contractor must obtain.
(Frequently, communities are more likely to reduce the cost of permits, etc. if a public
agency actually pays for it)
A Providing Resident Coordinatioraddressing notifications and safety issues.
A Making the work area available to the Contractoduring the hours designated in the scope of
work;
A Approving the signed contract and other documentsinsurance certifications, 10 Hour OSHA
compliance of the work staff.
AProviding the contr act orforthe tadfreetplrehase df iAdiesialsT a x €
A Obtaining a Schedule for the work
A Indicating locations for dumpsters and other Contractor equipment.
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http://www.mass.gov/hed/docs/dhcd/ph/small-projects/dhcdsmallprojectsguide.pdf

10. Contract Administration (Tasks)

A Approving submittals if required, which maqy iInclude selecting colors or approving
materialS or equipment that will be used. These need to be compared to the specifie
products, if appropriate.

A Checking to see if the work is proceedinger the scope of the work in the bid
documents.

A Checking to see if the work is proceeding a timely manner.

A Making prompt paymentsfor properly completed work. (Note that Contractors are du
Interest on Late Payments over 30 days)

A Reviewing and processing Change Ordegsif conditions are encountered that
could not have been anticipated from the contract documents.

Some technical assistance during

construction from DHCD may be obtained by

contacting your RCAT Project Manager or

the LHAOGs Construction Advi sior.

l
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11. Invoicing and Payment

A Most under $10K projects will only
require one invoice. To request payment
from DHCD, submit an Invoice Form for
oUnder $50K Project d
invoices via email to
DHCDIhainvoices@massmail.state.ma.us

A 10% of the total cost of the project
Administration Fees can be billed for,
(which is paid to the LHA out of the total
Formula Funding the LHA is allocated) .
If Admin fees are not billed for, the FF
remains for other projects.
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