Consultant's Guide to Project Manual Preparation

for State of Oregon Public Improvement Contracts

Each project typically has a Project Manual prepared that includes those documents that can be easily bound into a book format, including the bidding requirements, contract forms and conditions, and technical specifications.  In developing a Project Manual for construction projects to be formally procured through the State Procurement Office (SPO), the consultant and any sub-consultants shall comply with the following:

The standard public improvement procurement documents are developed around a standard set of General Conditions, entitled State of Oregon General Conditions for Public Improvement Contracts.  Section A.3 of this document sets out an order of precedence for these documents, summarized as follows:


1) Contract Amendments and Change Orders


2) Supplemental General Conditions


3) Agreement Form


4) General Conditions


5) Plans and Specifications


6) Solicitation Document


7) The accepted Offer  

The standard documents have been developed to generally align with prevailing industry practices, but also deviate in a number of areas that the State of Oregon considers important.  As a consequence, it is important that care be taken in developing the technical specifications, including Division One/General Requirements, and Supplemental General Conditions in a manner that is compatible with the State of Oregon process. Technical specifications should be organized following the Construction Specifications Institute's (CSI) sixteen divisions and three-part format.  Copies of the standard documents listed are available on the State Procurement Office's website:

http://tpps.das.state.or.us/purchasing/link.php.

Standard Documents

Instructions to bidders, form of proposal, prevailing wage rate and other documents sometimes referred to as Division 0 will be provided by the state.  All projects will use the State of Oregon's standard Form of Agreement and General Conditions.  Many projects will need to have Supplemental General Conditions prepared.  The State of Oregon has prepared a document called Guidelines for Development - Supplemental General Conditions to the State of Oregon General Conditions for Public Improvement Contracts.  Some provisions of the General Conditions (such as those required by Oregon law) may not be modified, others can and should be to apply to the particular conditions of a given project.  This document lays out which provisions may need modification and why.  Before preparing the Project Manual, the following documents should be obtained from the state agency:

· Instructions to Bidders

· First-tier Subcontractor Disclosure Form

· Bid Bond Form

· Performance Bond and Payment Bond Forms

· Prevailing Wage Rates

· State of Oregon General Conditions 

· Guidelines for the Development of Supplemental General Conditions

Division One/General Requirements

The CSI sixteen part format includes Division One/General Requirements.  Within the State of Oregon system, the Division One/General Requirements portion of the specifications should be used to provide greater clarification, additional requirements, or descriptions of unique project conditions.  It should complement the General Conditions and Supplemental General Conditions, not change them.  If a change is required to the General Conditions, it should only be made through a Supplemental General Condition.   Common examples of Division One material include but are not limited to the following:

· Summary of the Work

· Alternates

· Detailed change order procedures

· Detailed payment application process

· Project meetings

· Submittal process

· Shop drawings

· Quality control

· Testing laboratory services

· Construction waste management

· Detailed substitution and product options process

· Operations and maintenance data

· Commissioning requirements

Technical Specifications

Technical specifications need to follow the industry-standard CSI sixteen division format.  Additionally, each specification section should include the normal general, materials, and execution CSI three-part format.  In specifying products, unless the contracting agency has a specific product exemption on file, any specific product listing needs to be accompanied with "or approved equal" or similar language.  Good practice is to include at least two or three specific product references.  In constructing these specifications, care needs to be taken to only supplement or clarify requirements listed in the General Conditions, Supplemental General Conditions, and Division One/General Requirements.  Additionally, work described by each specification section should contain the acknowledgement that the requirements contained in these documents apply to the work of each and every section of the technical specifications.  Under most circumstances, the technical specification should address installation and product performance, not bid award. 

Draft Project Manual Review

As the consultant team is starting development of the construction documents, a package of standard documents should be requested from the agency.  For purposes of facilitated review, 95% specifications developed by the consultant team should be submitted to the contracting agency on a standard electronic media.      
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