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ITEM #0969050A – DOCUMENT CONTROL SPECIALIST

Description:  Under this item the Contractor shall furnish the services of an administrative employee, entitled Document Control Specialist who will ensure that the Contractor and all other parties as designated by the Engineer will prepare, status, electronically file and send all project correspondence and drawings utilizing a document control system as established and maintained by the Department.  The primary function of the document control system is to ensure timely processing of all contract documentation in coordination with the project schedule.  This document control system will also provide uniform project information and reporting.  The Document Control Specialist shall be designated by name, in writing with a resume of their qualifications, within five (5) calendar days of the award of the Contract and shall not be changed without prior written notice to the Department.  

The Document Control Specialist shall be knowledgeable of the status of all contract documentation aspects of the work throughout the length of the Contract.  The Contractor shall prepare and maintain the contract documentation utilizing the SharePoint document control system.  The document control system will be physically located in a secure location designated by the Department.  The Contractor will directly access the document control system via the internet.  The Department will provide the Contractor access to the SharePoint Document Control System.  All references to the use of SharePoint shall refer to the Engineer’s shared document control system as described above. All information that resides on the shared document control system shall become the sole property of the Engineer.

The minimum lump sum bid for this item shall be equal to 0.25% of the Contractor’s total bid.  Failure of the Contractor to bid at least the minimum amount will result in the Department adjusting the Contractor’s bid to include the minimum bid amount for this item.  
Documentation Requirements:  All correspondence for the project shall be submitted and controlled using SharePoint, including, but not limited to: transmittals, meeting minutes, requests for information (RFI’s), requests for change (RFC’s), submittals, field memos, notices, letters, and punch lists.  All common correspondence files (submittals, requests, answers, changes, reports, minutes, agendas, letters, etc.) shall be stored within the common file server, including any and all file attachments.  Submittals, including shop drawings, working drawings, catalog cuts, material certifications, and all documentation required by contract, shall be submitted electronically via SharePoint.  Original hardcopy documents may still be required as determined by the Engineer.  The Contractor is responsible to coordinate the overall creation and submission of all project documentation to meet the requirements of the project schedule and Technical Specifications.  
The named Document Control Specialist shall be designated as the Submittal Coordinator and will be responsible for maintaining information related to the responsibility, status, elapsed time since submission, held time, start/finish times, and a history of all submittal revisions.  A submittal log must be maintained to indicate the latest construction submittals sent and received and the distribution of these drawings to the Department.  Each submittal (shop drawing, working drawing, product data, samples, etc) must be individually entered, tracked, and the status maintained, including all revisions.  The Contractor is responsible to utilize the latest drawings marked “Conforms” or “Conforms as Noted” as identified in the control system.  All revisions are to be logged into the control system, describing each change.  

All meeting minutes shall be uploaded into the control system.  The Contractor is responsible to utilize meeting minutes and respond (electronically) to meeting minute items assigned to the Contractor.  

Documents (letters, logs, shop or working drawings, sketches, payrolls, etc) to be transmitted to the Department by the Contractor, for which the Contractor does not have an electronic version, shall be scanned, converted into an Adobe Acrobat PDF format, and attached accordingly in SharePoint. 
The document control system shall be available for Contractor use at all times unless system maintenance (i.e. backups, upgrades, etc) is being performed.  System maintenance will generally be limited to 10 PM – 6AM, Monday - Friday and at various times on weekends.  In the event a Contractor’s authorized user cannot access the control system, the Contractor shall notify the Department’s control system representative.  In the event the control system becomes unavailable during normal business hours for an extended period of time, the Contractor may issue correspondence requiring immediate attention by the Department in hard copy format.  The hard copy correspondence must be entered into the control system immediately upon becoming available again.  Inability by the Contractor to gain access to the document control system for any reason shall not be grounds for claim.  The use of the database is not required for proprietary cost and contract information.

The Department shall be allocated a minimum of ten (10) calendar days (using a 7-day calendar, exclusive of holidays) for review and response to each RFI submitted.  RFI’s requiring information from outside agencies shall be allocated twenty-one (21) days (using a 7-day calendar, exclusive of holidays).  

The Department shall be allocated a minimum of thirty (30) calendar days (using a 7-day calendar, exclusive of holidays) for review and response to each RFC submitted.  RFC’s requiring information from outside agencies shall be allocated sixty (60) days (using a 7-day calendar, exclusive of holidays).  

The Department reserves the right to reject any RFC submitted in the form of an RFI for the purpose of reducing the Department’s review and response time.  Such documents will not be considered for review by the Department and will be returned to the Contractor for resubmission.  Review and response time for such document will commence upon resubmission in the correct format.    

The Department shall be allocated a minimum of twenty-one (21) calendar days (using a 7-day calendar, exclusive of holidays) for review and approval of each submittal, unless specified otherwise within the contract documents.  Any submittals requiring approval by an outside Agency shall be allocated a minimum of sixty (60) calendar days (using a 7-day calendar, exclusive of holidays).  A schedule of submittals shall be submitted to The Department for review prior to the start of construction. These durations are a MINIMUM, and will likely increase with the number of outstanding submittals in The Department’s possession. Therefore, whenever multiple Contractor submittals are under review by the Department, the Contractor shall prioritize the submittals and notify the Department thereof.  The submittal schedule must be submitted early for review as a subset of the baseline schedule. The Department shall not be held responsible for any delay associated with the approval or rejection of any substitution or other revisions proposed by the Contractor. 

Submittals

Submittal and review activities are required in the Project Schedule per Item No. 0969000A, Project Coordinator.  Submittal activities must be coordinated between the Project Coordinator and Document Control Specialist such that submittal information common to both the project schedule and the document control system (required and actual dates, sequence of submission, resubmissions if required) correspond with one another.  All resubmissions shall be numbered with the original submittal number but designated a new revision number.  All resubmissions shall be logged into the control system to properly calculate the entire duration required for the submittal process from the original submission date to final approval to indicate total days to process the submittal through all review cycles.  Coordination of submittals is required for same work and interfacing work so that one submittal will not delay another.
Refer to the following Notices to Contractor for additional submittal requirements:

· Submittals

· Early Submittals
· FM Global Submittals
· Closeout Documents
· Potential for Asbestos Containing Materials

Submittal numbering, naming conventions, etc. shall be in accordance with the project-specific SharePoint site.  Training on the use of the SharePoint site shall be provided as described below. 
The Contractor shall examine and check each submittal for accuracy, completeness, coordination with related submittals and compliance with the Contract before it is transmitted to the Designer for review.  The Contractor shall sign and submit the Submittal Register Form (sample attached to this section) with each submittal which includes the following statement:  “Having reviewed this submittal, I certify that it is complete, accurate, coordinated in all aspects of the item being submitted and conforms to the requirements of the Contract in all respects, including all Federal requirements such as “Buy America”, except as otherwise noted.”  By reviewing and certifying each submittal, the Contractor represents that he has determined and verified materials, field measurements and field construction criteria related thereto, and has checked and coordinated information contained within such submittals with requirements of the Work and the Contract.  Shop drawings submitted without this signed statement will be rejected immediately and returned to the Contractor.
Shop drawings, working drawings and submittal attachments shall be submitted in Adobe Acrobat PDF format.
Submittal of samples for review and approval by the Designer shall be submitted using a SharePoint-generated transmittal.  The Contractor shall ship the quantity of physical samples required by the contract to the Designer with the hard copy of the transmittal.  The Designer shall generate the return transmittal in SharePoint (indicating the sample’s review status as to Conforms, Conforms as Noted, Revise and Resubmit, Rejected, or No Action Required) and transmit it to the Contractor.  The Designer shall retain one set of samples marked “Conforms” or “Conforms as Noted”, transmit one set of same to the Engineer, and transmit the remaining sets of same to the Contractor. 
Submittals requiring a signature by a licensed engineer or other party shall be digitally signed utilizing a digital ID obtained from an Adobe partner Certified Document Service (CDS) provider (see adobe.com for the list of CDS providers). 

Required Start & Expected Finish shall represent the date range for the review process.  Required Start shall be the date the submittal is issued by the Contractor for review.  Expected Finish shall be the completion date for the review cycle (either 21 or 60 days later, as appropriate).

Two (2) sets of hard copies of all submittals marked “Conforms” or “Conforms as Noted” shall be transmitted, by the Contractor, to the Engineer within five (5) working days.   The Contractor shall submit hard copies of all letters signed in ink with any attachments to the addressee (original) and the ConnDOT District Office (copies) for their records.  Scans of signed letters and their attachments shall be stored in SharePoint by the Contractor. The Contractor shall submit wet stamped hard copies of all conformed shop drawings requiring the signature of a professional engineer (eg, steel bar joists, etc.) to the Department for their records. Scanned copies of these conformed shop submittals or other electronic copies will be stored by the Contractor in SharePoint.  The Contractor shall submit hard copies and electronic copies of Maintenance Manuals and Warranties. 
Submittal Schedules
In order to facilitate the Department’s review of the large number of submittals anticipated for this project, the Contractor is to provide a submittal schedule in accordance with Form 817 Section 1.20-1.05.02, Subsection 3, and as described herein.  The submittal schedule will be maintained in SharePoint and shall meet the following requirements:
A submittal schedule must be created for each contract item, including those under the contract Major Lump Sum Item(s), requiring a submittal.  At a minimum, the submittal schedule shall include a Contract Item Number, Title, Status, Required Start, and Required Finish, where the Status is “Unsubmitted” for those items not yet submitted, and the Required Start and Required Finish represents the review period as described above.  The Required Start and Required Finish dates must be coordinated with the project CPM schedule.

Additionally, the Contractor shall prepare and distribute a 60 day “Look Ahead Submittal Schedule”, to be updated accordingly and presented and discussed at the scheduled project coordination meetings as part of the standing meeting agenda.  The Look Ahead Submittal Schedule will be based on the CPM schedule (without limitation on early submittals), and will provide the following in matrix/spreadsheet format:
· Contract Item No. (Note - for the MLSI, provide CSI Division No. & Specification Section No.)

· Contractor’s best estimate to identify the actual submittals to be made for those Contract Items or specification sections with multiple submittals

· Contractor’s best estimate of a target date the identified submittals will be made

· Identification of  planned “Hot Submittals”  needed to support near-term construction activities

· Identification of  planned “Major Submittals” which are anticipated to require significant review effort (e.g., coordination drawings)

The Contractor shall also generate and distribute a submittal log to be presented and discussed at the scheduled project coordination meetings as part of the standing meeting agenda.  The submittal log will show all submittals currently under review and the status of each.  The submittal log will be able to be generated from the SharePoint site from the current status of the submittals in the system. 

Documentation Control System Access Requirements:  Within five (5) days of Contract Award, the Contractor shall designate, in writing, up to five (5) named Contractor personnel, to be approved and authorized by the Engineer to access the document control system. The Contractor shall designate one (1) of the five (5) authorized personnel to be the Document Control Specialist and act as the document control system contact person for the Contractor.  All Contractor personnel requesting access authorization must complete the minimum training requirements described below and submit a certificate of completion to the Department.  Upon receipt of the request (with training certificate(s)) and approval thereof, the Department will issue a username and password to each of the authorized Contractor personnel.  The Contractor will ensure that only authorized Contractor personnel access and utilize the control system in a responsible, non-destructive manner.  The Contractor shall make every reasonable effort to prevent the disclosure of access information for unauthorized use of the control system. The Department, at its discretion, may revoke access authorization from any user if it is determined that the user: a) has used the control system for any other reason then is intended by this specification; b) is no longer in the Contractor’s employ or associated with the project or c) has disclosed their access authorization for use by another person or party for any reason.  The Contractor is responsible to ensure their authorized users have access to the public internet from a computer system running any currently supported Microsoft Windows Operating System and Microsoft Internet Explorer Web Browser with a minimum Cipher Strength of 128 bit, and is supported by Microsoft SharePoint 2010.  Browsers supported by Microsoft SharePoint 2010 can be found here: http://technet.microsoft.com/en-us/library/cc263526%28v=office.14%29.aspx.  Minimum modem speed shall be 768K (business DSL).  The Contractor is responsible to ensure that anti-virus software is installed and maintained on any computer accessing the Department’s document control system.  Additionally, it is the Contractor’s sole responsibility to maintain a compatible software system.  Compatibility is defined as the ability to send and receive documents in a format viewable by the Department.  The Contractor must provide valid individual email addresses for each authorized user to the Department based upon a MAPI compliant email system, such as Microsoft Outlook or Exchange.

Training Requirements:  Contractor personnel accessing the document control system must fulfill minimum training requirements.  Personnel must attend a two (2) day project specific SharePoint training class provided by the Department.  Training requests are to be made through the Engineer.  The Department will provide the training facility and will supply all hardware, software, etc. required for the class.  The costs of all Contractor personnel’s training time are the responsibility of the Contractor.
Any additional training required, as a result of adding additional or replacing existing Contractor staff, shall be included in the total cost of this item.   

Submittals:  Within thirty (30) calendar days after award, the Submittal Coordinator shall prepare, in accordance with all requirements of this specification, and submit for review and acceptance, a Submittal Schedule and shall have the following minimum requirements attached:

· Submittal Summary Report

· Submittal Bar Chart Report

Method of Measurement:  Within ten (10) calendar days of the award of the Contract, the Contractor shall submit to the Engineer for approval a cost breakdown of his lump sum bid price.  The submission must include substantiation showing that the costs breakdown submitted are reasonable based on the Contractor's lump sum bid.  The cost breakdown shall be in accordance with the following payment schedule:

1) The cost to successfully complete all training to utilize the document control system, in accordance with these specifications, shall not exceed 5% of the total cost of the item.
2) The development cost to prepare the Submittal Forecast in accordance with these specifications shall not exceed 5% of the total cost of the item.  Payment for this work will be made upon acceptance of the Submittal Forecast by the Engineer.
3) The cost to provide services of the Document Control Specialist, including costs to maintain the Submittal Forecast; Coordinating the Document Control System submittal information with the CPM Schedule submissions;  preparing, submitting, utilizing, maintaining, coordinating and updating document control system items as required by all Contractor personnel with access rights to the system, shall be paid as a per month cost.  This cost shall be derived taking the remaining item cost and dividing it by the number of contract months.

Basis of Payment:  This service shall be paid for at the contract lump sum price for "Document Control Specialist" complete, which price shall include the Contractor personnel’s training time, preparation, statusing, electronically scanning, filing, and sending all project correspondence, and the furnishing, maintenance, and supply costs for all services as noted above in the utilization of the document control system as established and maintained by the Department.  The lump sum price will be certified for payment as described in "Method of Measurement" subject to the following conditions:
1) Failure by the Contractor to utilize and regularly update the specified SharePoint database in a manner acceptable to the Department or failure to utilize the common file server for the storage of all project related files may result in the withholding of all contract payments until such time as all specification requirements have been satisfied.  Failure by the designated Document Control Specialist to update submittal statuses on a regular basis shall result in the replacement of the Document Control Special at the Engineer’s request.  Additionally, the Contractor may be found in violation of Article 1.02.02 of the Standard Specifications "for having failed to prosecute work continuously, diligently and cooperatively in an orderly sequence".  


2) In the event the project extends beyond the original completion date by more than thirty (30) calendar days, and a time extension is granted to the Contractor, the Department may require the continued utilization of the Document Control System which shall be paid at the per month cost for the services of the Document Control Specialist.




Pay Item




Pay Unit

Document Control Specialist
   

   L.S.
SUBMITTAL REGISTER FORM
The use of this Submittal Register Form is required for all submittals

Project Name:
WATERBURY BUS MAINTENANCE FACILITY REPLACEMENT

Watertown, CT

State Project No. 0431-0006

Connecticut Department of Transportation

Design Engineer:
Wendel
Contractor:

Address:


Telephone No.:


Subcontractor:

Address:


Telephone No.:


Submittal Number:  


Submittal Title:  


Specification Section and Paragraph Number:  


Contract Drawing and Detail Reference:  


Date of Initial Submittal:  


Date of this Submittal:  


CPM Activity Number:  


This Submittal Prepared By:  


Having reviewed this submittal, I certify that it is complete, accurate, coordinated in all aspects of the item being submitted and conforms to the requirements of the Contract in all respects, including all Federal requirements such as “Buy America” except as otherwise noted.
By:



  Signature
  Printed or Typed Name
  Title
  Date
 COMMENTS  \* MERGEFORMAT 
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