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1 INTRODUCTION, PURPOSE AND SCOPE 

1.1 List of Acronyms 

The list of all acronyms used in the Project and Construction Management Manual has been 
provided for quick and easy reference in Appendix A. 

1.2 Introduction 

The Project & Construction Management Manual (PCMM) describes how the California High-
Speed Rail Authority (Authority) will manage execution of the Design-Build (D-B) Projects on the 
High-Speed Rail Program through the use and integration of the Authority with consultant staff, 
Project and Construction Management Consultants (PCM), Rail Delivery Partner (RDP), and 
other consultants. The Authority will form an integrated team with the RDP and in support of the 
PCM, and will use the PCMM to advance the D-B Projects to successful completion within the 
scope, budget and schedule constraints. In addition, this PCMM supplements the Authority’s 
Safety & Security Management Plan, Authority’s Master Quality Plan, along with various other 
related High-Speed Rail Program Management Plans and the Program-wide Procedures.  

The PCMM provides a foundation for success of the Authority’s Program by developing a 
framework for the following scope: 

 Program Structure and Organization 

 Contract Administration 

 Communication/Document Control/Reports  

 Contract Submittals 

 Verification, Validation, and Self Certification 

 Interface Management and Coordination  

 Quality Management 

 Safety and Security 

 Schedule Control 

 Changes and Claims 

 Right of Way Acquisition  

 Public Involvement 

 Completion/Closeout  

The PCMM addresses responsibilities subsequent to the award of D-B Contracts. It is also 
intended to present, interpret and clarify established Authority policies and practices applicable 
to the work in dealing with various situations that may arise throughout the D-B Contract 
duration. 
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All personnel from the Authority, RDP, and the PCMs involved with management and/or 
administration of the D-B Projects should review and become familiar with both, the contents of 
the PCMM, other Authority procedures, and the relevant D-B Contract Documents. They are 
required to follow these protocols and procedures for uniform implementation across all D-B 
Contracts throughout the High-Speed Rail Program.  These protocols and procedures contained 
in the PCMM are not to be construed as replacing, modifying, or superseding any of the 
provisions of the D-B Contract Documents or the PCM Contract Documents.  

The Authority, RDP, PCMs, and other consultant’s roles and responsiblities, described herein 
may be interchangeable depending on consultants’ contract scope, annual work plans, and 
authorizations, as directed by the Authority. 

1.3 Purpose and Scope 

The purpose of the PCMM is to: 

 Provide guidance and promote uniformity in the management and administrative procedures 
and practices for all D-B Contracts.   

 Defines the basic relationships and responsibilities of the members within the Authority, 
RDP and PCM and other consultants involved in the D-B Contracts.  

 Provides an overview of the applicable Project Procedures, as referred to throughout the 
PCMM, which are shown in greater detail in other documents, including; Cost Controls, 
Schedule Controls, Quality Process, Safety, Project Documentation and Compliance with 
Federal Railroad Administration (FRA) requirements.   

The PCMM provides the Authority and its consultants with protocols and procedures for 
execution and control of the Project. It defines the lines and flow of correspondence, and 
identifies specific tasks and the parties responsible for their successful completion. The PCMM 
describes the format and content of the required reports and provides samples to be used 
during the design/construction phase of the Project. 

A PCM Contract Management Manual will be developed by the Project and Construction 
Management Consultant for the D-B Contracts to be implemented by the PCM on site. The 
PCM Contract Management Manual is a derivative document to the PCMM and will incorporate 
Project Procedures and identify deliverables from the PCM that will be required to provide the 
level of design and construction oversight commensurate with the staffing, resources, and 
scope authorized for each PCM Contract. This PCMM and the PCM Contract Management 
Manual processes and procedures shall be subject to Quality audits, which will be conducted by 
the Authority or their designee. 

Revisions to the PCMM may be necessary in the future to achieve continuous improvements in 
the Program and PCM processes and procedures. 

http://www.hsr.ca.gov/docs/programs/construction/CP23_RFP_13_57/mandatory/P13_57_IVD_01_Cost_Scheduling_Controls_Program.pdf
http://www.hsr.ca.gov/docs/programs/construction/CP23_RFP_13_57/mandatory/P13_57_IVD_01_Cost_Scheduling_Controls_Program.pdf
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2 PROGRAM STRUCTURE AND ORGANIZATION 

2.1 Basic Structure and Function 

The Authority and RDP as an integrated team (henceforth referred to as “Authority”) are 
responsible for the overall planning, design, construction and operation of the California High-
Speed Rail System. For each D-B Contract, a Project and Construction Management 
Consultant (PCM) will be assigned to provide manpower and expertise to manage the D-B 
Contract under the direction of the Authority. The PCM is responsible for the management, 
administration and monitoring of the activities of their assigned contract(s) for the Project. The 
PCM will perform audits of the D-B Contractor’s work processes and report their findings to the 
Authority, which will enforce the D-B Contract requirement, as required. PCM activities 
described in the PCMM may be performed directly by the Authority staff or by the PCM staff on 
behalf of the Authority based on the actual site office organization, approved work plans, and 
applicable Authority’s Approval Matrix for Design-Build Construction Packages (AM) for the D-B 
Contracts. 

2.2 Authority’s On-Site Representatives 

The Authority will assign a Project Director to each project with overall responsibility for all 
elements of that project, including design, construction, ROW, 3rd Parties, project delivery, etc.  
The Project Director will be supported by a Project Manager and a Design and Construction 
Manager.  The Project Manager’s primary responsibility will be coordinating all the external and 
3rd Party elements related to the project. The Design and Construction Manager will be the 
contract manager for the D-B and PCM contracts, and through that role will oversee the final 
design and construction administration of the project. The Project Director will act as the 
Authority’s lead representative for a project and the Design and Construction Manager will be 
the lead representative for D-B and PCM contracts.  

The PCM’s Design-Build Oversight Manager is the Authority’s on-site representative of the 
Project for the D-B Contract, as delegated by the Authority Design and Construction Manager, 
and is responsible for administering the D-B Contracts to which he/she is specifically assigned 
and is the D-B Contractor’s official single point of contact. The Design-Build Oversight Manager 
will assign the appropriate personnel to assist in the administration of the D-B Contract.  

The Design-Build Oversight Manager will make specific assignments in accordance with 
Authority approved scope of work, budgets/staffing plan, and is responsible for the work each 
PCM employee will perform during the project. Where subsequent sections may refer to the 
PCM, it mainly means the Design-Build Oversight Manager or designee as the specific tasks 
may be delegated to other PCM staff members for performance under the supervision of the 
Design-Build Oversight Manager.  

The Authority Design and Construction Manager (ADCM) is the Authority’s Authorized 
Representative for each D-B Contract and will manage and provide oversight of the PCM 
Contract.  
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2.3 Authority’s Contract Administration Responsibilities  

All Authority staff is accountable to the Authority’s Chief Executive Officer (CEO) as shown in 
the Authority’s Integrated Organization Chart, which is included in the Appendix B, The CEO is 
the single point of management responsible for all Authority activities on the High-Speed Rail 
Program.  After award of each D-B Contract, all contract administration responsibilities will 
transfer to the Authority’s Chief Engineer’s team.  

The Authority’s Chief Engineer is responsible for the oversight of all Program-wide construction 
and D-B contracts. The Chief Engineer is supported by the Authority Director of Design and 
Construction, who is responsible for overall management of the D-B Contracts and will assign 
individual Design and Construction Managers for each D-B Contract. Each Authority Design and 
Construction Manager will be co-located in the assigned D-B Contractor’s Project Office. Refer 
to the Authority’s Integrated Organization Chart, which is included in the Appendix B.  

The Authority’s Chief of Communications reports directly to the Authority’s CEO, and has 
responsibility for planning and implementing a comprehensive community affairs program for 
the Project. The Communications Department works closely with the PCM and the D-B 
Contractor(s) in establishing contacts with business groups and political jurisdictions in affected 
areas and other stakeholders. Refer to Section 13, Public Involvement, for more details of the 
public involvement (PI) activities. 

2.4 Rail Delivery Partner Responsibilities (RDP) 

The RDP is responsible for program management and program delivery.  The RDP provides 
program and project level support to the Authority along with being an integral part of the 
program and project management organization. For the purposes of the design-build program, 
this occurs primarily in project controls, environmental functions, right-of-way, geographic 
information systems, technical support, and verification and validation, but may include other 
functions as directed by the Authority. 

2.5 Project & Construction Management Consultant Responsibilities 

This section describes the general roles and responsibilities of the key PCM positions with 
essential functions related to the design and construction oversight and administration of each 
D-B Contract, subject to authorization in the approved work/staffing plans.   
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2.5.1 Project & Construction Management Consultant Design-Build Oversight Manager 

The PCM Design-Build Oversight Manager is the lead PCM manager and shall be the 
Authority’s on-site representative as delegated for the assigned D-B Contract who is responsible 
for the oversight of all work required in the execution of the assigned D-B Contract until Final 
Acceptance of the work has been accomplished by the D-B Contractor. The PCM Design-Build 
Oversight Manager is the single point of contact for all formal communication with the D-B 
Contractor, through whom all such communication shall flow. All verbal and written direction 
given to the D-B Contractor shall be communicated by the PCM Design-Build Oversight 
Manager only. No other Project staff is authorized to give contractual direction to the D-B 
Contractor. Directions regarding contractual changes will be per the authorized delegation of 
Authority. The PCM Design-Build Oversight Manager shall work closely with the Authority 
Design and Construction Manager or designee and will communicate and coordinate on the 
progress, issues, changes, etc. as needed. 

The PCM Design-Build Oversight Manager will supervise and be supported by the PCM staff 
listed below and will identify one or more staff members to act on their behalf during any 
absences. Key staff positions will vary based on the scope of the individual PCM contracts. 
However, the following are some typical key staff positions which may be required. 

Refer to the Authority’s Approval Matrix for Design-Build Construction Packages for more details 
of the level of authority for the Design-Build Oversight Manager in Appendix C. 

2.5.2 Project & Construction Management Consultant staff 

The PCM’s staff may typically include the following: 

 Quality Oversight Manager  

 Construction Oversight Manager  

 Engineering Oversight Manager  

 Verification, Validation, and Self-Certification Oversight Manager  

 Project Controls Oversight Manager  

 Environmental Oversight Manager  

 Safety and Security Oversight Manager  

 Contract Manager  

 Office Engineers  

 Lead Field Engineers  

 Field Engineers  

 Project Engineers  

 Surveyors  

 Public Involvement Representatives  

 Change/Claim Engineers  

 Project Controls Engineers/Schedulers  



California High-Speed Rail Authority Approved Rev. 2 Draft PCMM-Rev2 

Page 2-4 of 4 
Project & Construction Management Manual 
(For Design-Build Contracts)(For Design-Build Contracts) 
2 Program Structure and organization 

 Construction Estimators  

 Construction Support Liaison Engineers  

 Environmental and Safety Compliance Representatives  

 Document Control Administrator, Administrative and Data Entry Assistants, and other 
supporting technical and administrative staff as needed  

The PCM has primary oversight and audit responsibility for the administration, management, 
and quality of the assigned D-B Contract which includes (but may not be limited to) the 
following:  

 Design, manufacturing, construction and quality testing is accomplished in compliance with 
the D-B Contract Documents and sound engineering, quality assurance plans and system 
safety and security plans 

 All changes, claims and disputes are properly defined, documented, promptly negotiated 
and processed, or otherwise resolved 

 The D-B Contract is administered in a fair and equitable manner and contractual obligations 
and actions are accurately documented 

 Interests of the Project and other agencies are protected and safeguarded at all times  

 All oversight of the D-B Contractor’s work and enforcement of the contract requirements 

 All issues are resolved in a timely manner by interfacing with the Project support teams as 
directed by the Authority. 

The PCM shall provide detailed job descriptions for all staff positions on each D-B Contract, 
which will be included in the PCM Contract Management Manual.  

2.5.3 Project & Construction Management Consultant Office Engineer  

The PCM Office Engineer (OE) is generally responsible for document processing, maintaining of 
the Project filing structure and overall contract administration activities in the PCM’s Project 
office.   

2.5.4 Project & Construction Management Consultant Field Engineers  

The PCM Field Engineers (FE) are the primary Project field representatives for their assigned 
areas of work, performing the overall oversight and monitoring for all of the D-B Contractor’s 
activities in the field. The FEs are responsible for overseeing, monitoring and documenting the 
D-B Contractor’s field activities including auditing the D-B Contractor’s Quality Manual and 
Inspection and Testing activities. 
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3 CONTRACT ADMINISTRATION 

3.1 General 

The administration of the D-B Contract is the continuous process to verify that the contractual 
requirements are fulfilled. This section outlines the responsibilities and duties of the Authority 
and the Project and Construction Management Consultants as they focus on the activities after 
the D-B Contractor’s bid proposals are opened and the D-B Contractor is selected. The PCM is 
primarily responsible for the administration of the assigned D-B Contract and other related 
Project Contracts/Agreements in support of the Authority.  

The following paragraphs describe in more detail, the tasks performed by the Authority and 
PCM.   

3.2 Contract Commencement  

After the bid proposals are submitted, the Authority shall conduct a pre-award evaluation based 
on selection criteria defined in the Request for Proposal (RFP). Upon evaluation and selection 
of the “Best Value” Contractor, the subsequent steps are described in the following subsections. 

3.2.1 Notice of Award/Notice to Proceed/Early Actions 

The Authority prepares and issues the Notice of Award Letter to the “Best Value” Contractor. At 
that time, the Authority will prepare and request the D-B Contractor to sign four original D-B 
Contract Agreements and return the signed Agreements to the Authority for their subsequent 
signatures. In addition, the D-B Contractor shall submit the performance and payment bonds 
and insurance certificates as required in the D-B Contract. 

After the Agreement has been signed by the Authority and the D-B Contractor, the Authority will 
prepare and issue two separate letters to the D-B Contractor as follows: 

When all pre-Notice to Proceed (NTP) requirements are met, a NTP letter will be issued to 
direct the D-B Contractor to commence the Contract Work on a specified date, which will be 
Contract Day Number 1. If the D-B Contract has multiple NTPs, subsequent NTP letters will be 
sent to the D-B Contractor as required. Where issuance of a subsequent NTP letter(s) is(are) 
required, depending on specific time or conditions, the PCM will pro-actively monitor for these 
requirements and promptly notify the Authority when subsequent NTP letters need to be issued 
to the D-B Contractor.  

The Project Authorized Representative Letter will be issued to designate the name, 
responsibilities and level of authority of the assigned Project’s Authorized Representative for 
each specified D-B Contract. The Authority Design and Construction Manager will be assigned 
as the Project’s Authorized Representative for daily contractual oversight responsibilities on 
each D-B Contract.  
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Soon after issuance of the Project Authorized Representative letter, the PCM Design-Build 
Oversight Manager, jointly with the Authority, shall prepare an “Early Action” letter, which should 
include (but may not be limited to) such actions as required early submittals, organization, 
interim schedule, partnering and dispute resolution board selections, etc. and issue it to the D-B 
Contractor.   

The PCM shall coordinate a Design-Build Contract Kick-off Conference between 
representatives of the Authority and the D-B Contractor to discuss the Early Actions list and any 
other pertinent items or questions from all parties.   

3.3 Design-Build Contract Kick-off Conference 

No later than two weeks after the initial NTP for the D-B Contract, the PCM (in coordination with 
the relevant Authority staff) and the D-B Contractor will schedule a D-B Contract Kick-off 
Conference. This conference will include the key personnel from the Authority’s and the D-B 
Contractor’s teams to discuss the start, operation, and administration of the D-B Contract work. 
The main purpose of this Conference is to establish effective working practices between the 
parties and to develop and facilitate a mutual understanding of the D-B Contract administrative 
requirements so that the processes and procedures can be implemented in the most efficient 
manner from the early stages and throughout the D-B Contract duration. At the Authority’s 
discretion, other external agencies may be invited to attend this conference.  

The PCM shall prepare a letter to the D-B Contractor to confirm the scheduled meeting date, 
time, and venue along with an agenda of items to be discussed at the D-B Contract Kick-off 
Conference.   

The agenda may include, but not be limited to, the following: 

 Introductions and Contact Information-key program/project personnel from the Authority and 
the Independent Checking Engineer/Independent Site Engineer (when applicable) involved 
with the D-B Contract, Authority’s Program/Project organization, responsibilities and 
delegated authority 

 Introductions and Contact Information-D-B Contractor’s key personnel and officers, and key 
personnel from the design consultants and sub-consultants, Independent Checking 
Engineer/Independent Site Engineer (when applicable), and the main subcontractors, D-B 
Contractor’s organization, responsibilities, and delegated authority 

 Insurance requirements 

 Safety-Site Specific Health and Safety Plan (SSHASP), Site Specific Security Plan 
requirements (SSSP), and telephone numbers of the Project Manager, Superintendent and 
D-B Contractor Safety and Security Manager, Maintenance/Protection of traffic, etc. 

 Final Design Development and Verification and Validation/Self Certification submittals 

 Early submittals list, including the preliminary Contract Data Requirements List (CDRL) 

 Management of submittals, performance-shop, and working drawing process procedures, 
and samples, etc.  

 Mobilization-Site Access, D-B Contractor’s field offices and work zones, Authority field 
offices, D-B Contractors plan for parking, base yard and storage 

 Overview of the D-B Contractor’s methods, manpower, equipment and material 
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 D-B Contract Schedules-Interim Schedule, Baseline Schedule and revisions, Monthly 
Schedule Updates, 3 Week Look-Ahead Schedule, Contract Milestones, Payment 
Milestones, Cash Flow curves, etc. 

 Compliance with laws, codes, and regulations-Permits, Environmental concerns, 
Environmental Mitigation Plan and related mitigation measures, Erosion and Sediment 
Control Plans, Archaeological/Cultural finds, etc. 

 Surveys-Original, Confirmation, Interim, and Final Surveys 

 Document Control-Contract Management System (CMS) requirements, Correspondence 
requirements, Drawings, Requests for Information (RFI), Reports, Contract photos, etc. 

 Source of supply and material approval procedures 

 Cooperation and coordination with other contractors, utilities, etc. - i.e.-Utility Relocations 
and Third- party Agreements 

 Right of Way-Access to site, etc. 

 Convenience of the public and maintenance of traffic- Traffic Plans and Haul Routes 

 Public Involvement responsibilities 

 Subcontractor approvals 

 SBE/DBE/DVBE Program Plan and D-B Contractor’s SB Performance Plan requirements 

 Labor- Certified payroll requirements, Compliance with the State and Federal labor laws 
requirements in D-B Contracts 

 Community Benefits Agreements requirements 

 Office of Federal Contract Compliance Program Mega Project requirements 

 Meetings-Weekly Progress, Safety, Schedule, Quality meetings, meeting minutes records  

 Over the shoulder review meetings-to achieve key baseline documents within Contract 
deadlines (Baseline Schedule, Design Baseline Report, GBR-C, etc.) 

 Buy America requirements 

 Payment Process requirements-Payment Milestones, supporting documentation, payment 
cut-off dates, etc., breakdown of lump-sum bid items, and measurement of items 

 Change Orders-Authority-Directed changes, Contractor Requested changes, changed 
conditions, Time extensions 

 Claims and Dispute processes and Dispute Resolution Board (DRB)  

 Value Engineering Change Proposals 

 D-B Contractor Performance Evaluation 

 Partnering Plan/Schedule 

 D-B Contractor’s concerns/proposals 

 Open discussions 
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Meeting minutes from this meeting shall be prepared by the D-B Contractor then reviewed and 
approved by the PCM. Upon approval, the D-B Contractor shall distribute the meeting minutes 
to all attendees. 

Some agenda items may be deferred to other separate meetings or deferred to a later date, 
especially construction specific items related to actual fieldwork, as agreed to between the 
Authority and the D-B Contractor. 

3.3.1 Utility/Agency Kick-off Conference/Railroad Kick-off Conference 

The D-B Contractor has primary responsibility for utility contacts and coordination. The D-B 
Contractor should hold a similar Utility/Agency Kick-off Conference with all related parties. In 
addition, the D-B Contractor may hold a similar Railroad Kick-off Conference with the related 
railroad companies. The PCM will provide input as required, so that all necessary coordination 
is covered by the D-B Contractor in accordance with the applicable Contract Documents. 
Attendees should include pertinent personnel from the Authority along with the relevant utility or 
railroad representatives.  

3.3.2 Pre-Activity meetings 

The D-B Contractor should schedule individual Pre-Activity Meetings for each specific type of 
construction work activities, e.g.-for drilled shafts, earthwork, structures, paving, etc. The D-B 
Contractor, in coordination with the PCM, should prepare an agenda for discussion at each Pre-
Activity meeting. The D-B Contractor should provide Ready for Construction (RFC) Drawings, 
applicable Work Plans, and checklists for safety, quality, environmental, permits, etc. for 
discussion at these meetings. Additionally, the D-B Contractor should discuss the construction 
means and methods, sequence and schedule for the construction work so as to ensure that all 
work activities have been properly planned and coordinated in sufficent detail and the work will 
progress efficiently towards a successful completion and acceptance. Attendees should include 
D-B Contractor’s management and supervisory personnel related to safety, quality, design, and 
construction work activities along with pertinent subcontractors, third parties, public involvement, 
as well as other pertinent ICE/ISE, Authority and PCM staff, as required. 

3.4 Design-Build Contractor’s Means and Methods 

The D-B Contractor is responsible for the means and methods employed to perform the design 
and construction work unless the Contract Documents specify otherwise. If the means and/or 
methods are specified in the D-B Contract, the Authority or designee will not accept work 
performed by any other means or methods, without an executed Change Order to the D-B 
Contract. 
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The PCM will make no effort to direct the content of the design, means and methods, or the 
sequence of operations, except as required by the Contract Documents or by an executed 
Change Order. The PCM will be familiar with the D-B Contractor’s plan of operations and the 
approved Baseline Schedule. In the event that the D-B Contractor is not making satisfactory 
progress, the PCM will immediately discuss the matter with the Authority Design and 
Construction Manager or designee and follow up with written correspondence, with the 
Authority’s concurrence, to the D-B Contractor, and report on the ongoing status to the Authority 
Design and Construction Manager or designee. Except for unsafe practices resulting in an 
imminent danger situation, the PCM and/or other Authority staff shall not direct the D-B 
Contractor’s activities.  

The PCM will not give directions or instructions requiring the D-B Contractor to delay the work 
except where a threat to the safety or security of employees, the public, or any other persons 
may be imminent. The PCM will not direct the D-B Contractor to proceed with any extra work 
not authorized by the D-B Contract except for Time and Material directives within the assigned 
Authority’s Approval Matrix for Design-Build Construction Packages (AM). The PCM will verify 
that the D-B Contract work is constructed in compliance with the Contract Documents. The PCM 
has, and shall exercise, their authority to reject, both unsatisfactory workmanship and materials. 
The PCM will report any rejection of work immediately to the Authority Design and Construction 
Manager. 

3.5 Environmental Compliance/Controls 

Environmental compliance is critical to the success of the Project. The protection of the 
environment requires close attention to the various laws, codes, and criteria established by 
federal, state, and local governments as included in the following documents: 

 Notice of Determination (NOD)  

 Record of Decision (ROD)  

 Final Environmental Impact Report/Statement (EIR/S)  

 Project permit conditions  

 Mitigation Monitoring and Reporting Program/Mitigation Monitoring and Enforcement Plan 
(MMRP/MMEP) and  

 D-B Contract plans and specifications  

It is the D-B Contractor’s responsibility to comply with all such regulations and other permit 
requirements. The D-B is responsible to provide all required documentation and permit 
application materials to support any additional and/or modifications to the Authority’s permits 
which will be required from D-B generated changes, etc. The D-B Contractor shall work in close 
cooperation with the Authority’s environmental group in order to apply for and obtain these 
permits or permit modifications.  

Any written evidence of environmental compliance received by the PCM from the D-B 
Contractor will be retained for examination by the respective government representatives and 
agency staff. The PCM is responsible for monitoring the D-B Contractor’s environmental 
compliance requirements as specified in the Contract Documents, including the Environmental 
Compliance Manual, as applicable. 
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Throughout the final design development process, the D-B Contractor shall comply with the 
environmental clearance and permit requirements as specified in the Contract Documents. The 
D-B Contractor is responsible to complete all environmental compliance activities in accordance 
with the Contract Documents.   

The D-B Contractor shall prepare and submit a draft and final Environmental Mitigation Plan 
(EMP) or Environmental Compliance Plan (ECP) to the Authority, as specified in the Contract 
Documents. The Plan will describe the environmental responsibilities and roles of all entities 
involved in environmental compliance for the Project. The EMP/ECP shall contain a 
comprehensive listing of all environmental approvals and commitments in the Final 
Environmental Documents and Governmental Approvals and describe how the D-B Contractor 
will comply with each commitment.  Additional requirements for the preparation of the EMP/ECP 
are detailed in the Environmental Compliance Manual (ECM), as applicable. The PCM will 
review the D-B Contractor’s EMP or ECP and provide comments and recommendations to the 
Authority for the submittal review disposition, such as Statement of No Objection (SONO), 
SONO with comments or Statement of Objection with comments (SOO) or Approval, Approval 
with Comments or Rejected with Comments, as specified in the Contract Documents. The 
Authority’s Environment Group will review the EMP/ECP and send their comments to the PCM. 
The Authority will determine and advise the PCM of the submittal review disposition for the EMP 
and then the PCM will transmit the disposition and any review comments, if applicable, to the D-
B Contractor.  

The PCM is responsible for oversight of all of the D-B Contractor’s environmental activities and 
shall monitor D-B Contractor’s compliance with each environmental requirement and 
commitment and their adherence with the approved EMP/ECP. In addition, the PCM’s oversight 
responsibilities shall include (but are not limited to) the following; 

 The effectiveness of the Contractor’s Environmental Mitigation Plan or Environmental 
Compliance Plan, as applicable 

 Compliance with the Authority’s initiated permit conditions, revised or amended permits, and 
final permit conditions 

 Field oversight and QC/QA of the D-B Contractor’s Environmental Compliance program 
including submittal of all oversight activities into the Authority’s Environmental Mitigation 
Management Assessment (EMMA) program. 

 The effectiveness of the D-B Contractor’s implementation and performance of their MMRP, 
and the accuracy of their reporting in EMMA against the mitigation measures 

 The accuracy of the data and information submitted by the D-B Contractor into the Project 
Management Information System (PMIS) and EMMA, including D-B Contractor’s 
environmental compliance reports submitted to the Authority 

 Compliance with the requirements of the Final Environmental Documents and government 
approvals 

 Reviews for completeness and accuracy, all documentation and application materials 
submitted for all D-B created/generated amendments/changes to existing permits which are 
required for the Authority to obtain Agency approvals. 

The PCM shall coordinate and attend monthly permitting review meetings with the key 
environmental groups for the Authority and D-B Contractor to oversee and monitor compliance 
and progress with these requirements until Final Acceptance of the D-B Contract.  
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The PCM shall coordinate with the Authority regarding any long term environmental monitoring 
activities which may be required on the Project as stipulated in the Authority’s permits prior to 
the D-B Contract closeout, to determine if any future actions are needed. 

Refer to the Environmental Compliance Process Flowcharts included in Appendix E for more 
details. 

3.5.1 Authority Environmental Oversight and Audits 

The Authority Environmental representatives, from time to time, may visit the Project to monitor 
and/or audit the D-B Contractor’s design and/or construction activities. Project personnel are 
required to sign-in with the PCM upon arrival to the site and then brief the PCM on all site 
observations prior to their departure. The PCM may notify the D-B Contractor of the Authoirty’s 
Environmental group’s monitoring or audit activities or request the Contractor’s Environmental 
personnel to accompany them onto the site, at the option of the Authority Design and 
Construction Manager or designee.  

Before leaving the Project site, the Authority’s Environmental representative(s) shall brief the 
PCM on any findings resulting from the site visit. Any observations/comments requiring 
corrective actions will be issued in writing to the PCM, who will coordinate with the Authority 
Design and Construction Manager or designee and will provide appropriate written notification 
to the D-B Contractor for their immediate actions. The PCM will immediately, notify the 
Authority’s Environmental team in the event of a non-compliance or of any alleged or 
documented permit violations. 

3.5.2 Hazardous Material Remediation 

The D-B Contractor shall submit a hazardous material remediation plan for review and approval 
by the Authority in accordance with the Contract Documents. 

The PCM is responsible for oversight of the approved Contractor’s hazardous material 
remediation plan including logging, tracking, verifying and reporting on the quantities of 
hazardous material removal and disposal to the Authority. The PCM will include a status report 
of the hazardous material activities in their monthly compliance reports. The PCM will receive 
the waste manifest documents from the D-B Contractor (for all hazardous material, which the 
Authority is the generator) and coordinate with the Authority to obtain the Authority’s signatures 
as the generator for the transport of hazardous wastes. The PCM will prepare independent 
estimates for verifying the quantities for the provisional sum payments as specified in the D-B 
Contract. If hazardous material is encountered which may increase the cost or time of 
performance of the Work, the applicable Contract Documents related to such entitlement for an 
equitable adjustment will be used. 

3.6 Design-Build Contract Progress Oversight 

The D-B Contract Documents generally specify the following schedule requirements: 

 Notice to Proceed date(s) 

 Calendar days, work days or completion date 

 Minimum Design Milestones-60 percent Design, 90 percent Design, and RFC drawings 
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 Interim completion dates for various items of work (schedule milestones) 

 Substantial Completion 

 Final Acceptance 

The PCM provides oversight of all aspects of the D-B Contract and the progress of the work, 
including the status of work items with regard to the Contractor’s approved Baseline Schedule, 
the current overall status of completion, and the forecasted Project completion dates.  

The D-B Contractor will determine the sequence for performing work under the D-B Contract, 
unless special requirements are included in the D-B Contract. The PCM must be familiar with 
the current approved Baseline Schedule and with any updates to it, so that the D-B Contractor’s 
progress can be monitored and any issues that could impact the baseline schedule are 
identified and can be mitigated at the earliest possible time. The D-B Contractor is required to 
provide monthly schedule updates and to submit them to the PCM for review (with the monthly 
payment invoice). For payments beyond the Interim Schedule period, an approved Baseline 
Schedule will be one criterion for release of the monthly payments. If a monthly schedule update 
indicates problems with the progress of the work, the PCM and the D-B Contractor will meet to 
discuss corrective measures needed to bring the work back in line with the approved Baseline 
Schedule.   

The PCM will be responsible for reviewing the Contractor’s monthly schedule updates for 
accurate recording of actual dates and remaining durations for activities in progress on the 
schedule. To aid in the monitoring of the progress of the Work, the PCM will identify key 
activities that graphically portray progress. The PCM will evaluate the actual work progress in 
comparison to the current approved Baseline Schedule and the monthly schedule updates. 
Refer to Section 10, Schedule Control for more related responsibilities. 

Furthermore, the PCM must be familiar with the D-B Contract deliverables as they relate to the 
specific D-B Contract package, especially the critical activities such as Right of Way acquisition, 
permits and approvals, and third party agreements. Furthermore, the PCM must be familiar with 
other constraints such as seasonal constraints, permitting conditions, and constraints required 
by local jurisdictions and/or other agencies. The PCM will monitor the D-B Contractor’s schedule 
related to current and planned new work activities and proactively work with the Authority and 
others involved to resolve all issues, constraints, etc., that may impact the D-B Contract cost 
and/or schedule.   

3.6.1 Progress Meetings 

The D-B Contractor is responsible to hold and coordinate regular progress meetings to review 
formal reporting per the D-B Contract. The meetings will be scheduled for a time convenient to, 
both the PCM and the D-B Contractor. Either of these meetings can be held in the PCM’s or D-
B Contractor’s office as mutually agreed. The D-B Contractor’s Project Manager should conduct 
the meeting. The meeting agenda will be prepared by the D-B Contractor’s Project Manager in 
coordination with the PCM. The agenda will be available for each meeting and distributed at 
least two days in advance of the meeting for review and meeting preparation. At each meeting, 
the general discussion will include, but may not be limited to the following items: 

 Specific agenda items, including the past history of each item 

 Review of safety issues 
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 Review the status of the Quality compliance and non-compliance issues 

 Review the status of the Environmental compliance and non-compliance issues 

 Review of D-B Contractor’s progress against the latest approved Baseline Schedule 

 3-week look ahead work schedule 

 Review of current issues 

 Review of past issues that are still unresolved 

 Presentation of anticipated issues 

 Status of the outstanding RFIs, Change Orders and Submittals 

 Review of the status of outstanding change proposals 

 Any other miscellaneous business 

In addition, at each meeting, the agenda and a copy of all attachments/handouts will be 
provided to all attendees. The agenda will be used as a guide for discussing the D-B 
Contractor’s plans and issues and for determining the actions to be taken. As an alternative to 
the agenda, the previous meeting minutes may be reviewed and updated. The meeting shall not 
be allowed to develop into a discussion mainly related to the D-B Contractor’s claims and 
changes.   

The PCM will notify the Authority and other agencies involved with the D-B Contract of the 
scheduled meeting time, venue, and agenda, so they may attend as appropriate. 

Progress meetings will be numbered sequentially. In the meeting minutes, each action item will 
be identified and tracked by the meeting number and the order of occurrence. The action items, 
with resolutions, will be closed out when mutually agreed to by all related parties and 
documented at subsequent meetings. 

3.6.2 Meeting Minutes 

The D-B Contractor’s Project Manager or designee will record the meeting minutes of all 
meetings requested and/or scheduled by the D-B Contractor to document discussions and avoid 
misunderstandings with regard to agreements and/or action items discussed at these meetings. 
A copy of the draft meeting minutes will be forwarded to all attendees by the D-B Contractor, 
within two working days of the meeting date and request the attendees to review the minutes 
and advise the originator of any omissions and corrections or to acknowledge their concurrence, 
within two working days of receipt. The D-B Contractor will incorporate all comments and issue 
final meeting minutes to all attendees. The PCM will be responsible to upload all final meeting 
minutes from the D-B Contractor into the Project’s Contract Management System (CMS) 
document control system for the Project files. For other meetings requested and/or scheduled 
by the Authority or the PCM related to the D-B Contract, the PCM shall be responsible to 
prepare and distribute the minutes to the attendees. The meeting minutes will be reviewed in a 
similar process by the PCM as indicated in this section and the final meeting minutes will be 
uploaded into CMS by the PCM. 
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Each meeting will be numbered sequentially. In the meeting minutes, each action item will be 
identified by the meeting number and the order of occurrence. The action items, with 
resolutions, will be closed out when mutually agreed to by all related parties and documented at 
the subsequent meetings. 

The standard Meeting Minutes Form and Meeting Minutes Log in CMS are included in 
Appendix G for use on each D-B Contract. 

3.7 Request for Information 

The Request for Information (RFI) process is a means by which the D-B Contractor can obtain 
clarification of Contract Documents from the Authority. The RFI is a clarification, with no basis 
for any time or cost adjustments to the D-B Contract.   

The D-B Contractor shall submit each RFI through CMS to the PCM for the Authority’s 
response. The PCM will be responsible for receiving, distributing and tracking each RFI 
submitted until final response and close out. The PCM will maintain a RFI Log within CMS 
showing control number, originating organization, a brief description of the issue, received date 
and response date.   

The PCM will review each RFI received from the D-B Contractor and should prepare a draft 
response for the Authority’s concurrence and/or comments, after consultation with the Authority 
reviewers, including the HSR engineering group, depending on the nature of the RFI. Upon final 
concurrence with the Authority/, the PCM will return the RFI response to the D-B Contractor. 
Typically, the RFI response time and return to the D-B Contractor should be within seven days 
of receipt from the D-B Contractor, depending on the complexity of the response required.  

In addition, copies of RFIs internal to the D-B Contractor’s organization should be copied to the 
PCM if they affect the design and/or construction work. As needed, the PCM will distribute the 
D-B Contractor’s internal RFI’s to the appropriate Authority staff.  

The standard Request for Information Form and Log format, are included in Appendix G, which 
will be used on the Project. 

3.8 Partnering 

An independent partnering consultant mutually agreed to by the Authority and the D-B 
Contractor will facilitate partnering, when provided for in the Contract. Partnering is used to 
demonstrate leadership, build positive working relationships between the parties, establish and 
support the issue resolution process, mitigate conflicts and facilitate the resolution of claims and 
disputes. 

Partnering workshop participants may include representatives from the Authority, PCM, 
Designer of Record, ICE/ISE, the D-B Contractor and third parties as agreed to by the Authority. 
The workshop will include the topics as listed in the Contract Documents.  

The first Partnering Workshop will be scheduled as specified in the Contract Documents. 
Subsequent partnering meetings will be scheduled on a regular basis as mutually agreed 
between the Authority and the D-B Contractor. The Issue Resolution Ladder Process should be 
determined and agreed to at this first Partnering Workshop. 
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The PCM shall be responsible to coordinate with the D-B Contractor, third parties, and the 
Authority to arrange the formal Partnering workshop as agreed by all parties. The PCM will 
strive to confirm that attendance at the workshops includes the best-suited personnel to 
represent each party/entity involved in the D-B Contract and responsible for addressing issues 
and promoting a team approach. 

3.9 Contractor’s Monthly Payments 

3.9.1 Basis of Payment  

Payments to the D-B Contractors will be made based on the approved payment activities only, 
unless provided otherwise in the D-B Contract. Approved payment items shall be comprised of 
the approved Payment Breakdown and Quality Milestones, approved time and material work, 
and other progress payment items, as determined by the D-B Contract.  

When the D-B Contract stipulates the use of Payment Breakdown and Quality Milestones, as 
part of the Baseline Schedule submission, the D-B Contractor will submit the Schedule of 
Payment Activities with detailed work scope descriptions and upon approval by the Authority, 
will establish the basis for the Contractor’s monthly payment invoice reviews by the PCM and 
subsequent approval by the Authority and the FRA, if applicable. The PCM will review and 
recommend approval or rejection of the schedule of Payment activities to the Authority. The 
PCM will be familiar with the requirements and detailed scope definitions of each Payment 
activity, including the Quality Milestone Data Pack requirements. Upon submission of the 
Payment activities and accompanying Quality Milestone Data Pack from the D-B Contractor, as 
specified in the Contract Documents, the PCM shall review the contents for D-B Contract 
compliance and the substantial accuracy of the data pack contents.  

The PCM shall also, develop and implement a standard procedure to field-verify and document 
the actual quantity or percentage of the physical completion of each payment activity. 
Furthermore, the PCM field engineers will record in their Field Engineer’s daily reports when the 
physical completion of each Payment Milestone has been achieved for the Project records.  

The PCM shall use a standard checklist form for reviewing each Payment activity and Quality 
Milestone Data Pack, which is submitted with the applicable Monthly Payment Invoice. The 
checklist will include a cover sheet, completed checklist and recommendations for approval of 
each Payment item, which has been submitted for payment by the D-B Contractor.   

All items of work will be paid on the basis established by the D-B Contractor’s Contract 
Schedule of Values (i.e., lump sum, mobilization, ICE/ISE monthly items (when applicable), 
Provisional Sums, Time and Material items, Change Order payments, etc.). The PCM shall be 
responsible for developing and implementing a procedure to certify the work performed when 
the payment is requested by the D-B Contractor on a Time and Material basis.  

The standard Time and Material/Change Order Accounting Cost Report and Daily Cost Tracking 
Report-Field forms are included in Appendix G for use on the Project. 
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3.9.2 Approval of Contractor’s Schedule of Values and Payment Breakdown  

The PCM shall be responsible for coordination with the D-B Contractor so that a proper 
Schedule of Values is achieved. The Schedule of Values may be comprised of a payment 
breakdown, time and material work items, progress payment items, and any other payment 
items as required by the D-B Contract that can be used as the basis for submitting and 
reviewing the D-B Contractor’s monthly payment invoices.  

In the event that the D-B Contract requires the D-B Contractor to submit an Interim Schedule of 
Values, including separate proposed payment breakdown covering an interim Contract period of 
time, the PCM will review the interim Payment Breakdown to verify that significantly unbalanced 
conditions do not exist. Additionally, the PCM will review the payment activities to verify that the 
distribution of the total Contract value to the various items listed on the Schedule of Values are 
reasonable and equitable for the work planned. The PCM will address and resolve all Schedule 
of Values issues with the D-B Contractor. The PCM shall perform a similar review function when 
the D-B Contractor submits a Schedule of Values for the entire Project. 

The specific deliverables and submittal requirements for Contractor’s Interim and Baseline 
Schedule and Payment Breakdown submittals are as specified the Contract Documents. 

3.9.3 Contractor’s Certifications with Monthly Payment Invoices 

In accordance with the Contract Documents, the D-B Contractor is required to provide a 
certification for all Monthly Payment Invoices. The D-B Contractor’s Project Manager shall 
provide a written certification that all payment amounts being requested are true and accurate 
and the Work has been completed satisfactorily as per the D-B Contract requirements. In 
addition, following the first Payment Invoice, the D-B Contractor shall provide evidence 
acceptable to the Authority that all subcontractors and suppliers have been paid for their work 
included in the previous payment invoices and a conditional lien release from each first-tier 
Subcontractor and from all subcontractors of any tier with a contract value greater than $5 
million. PCM shall verify that these documents are included in each Monthly Payment Invoice. 

3.9.4 Monthly Payment Invoices  

Monthly payment Invoices are to be processed using Contract Management System (CMS). 
The monthly Payment Breakdown items completed and any other approved payment items 
agreed to by the PCM and D-B Contractor shall be uploaded into CMS in a Schedule of 
Payment Breakdown format approved by the Authority, which results in the generation of the 
actual invoice voucher. A typical certification and approval invoice process for each D-B 
Contract will be as follows. 

The Schedule of Payment Breakdown form is a listing of all Payment item numbers, 
descriptions, and other contract information as included with the approved Interim or Baseline 
Schedule. The Schedule of Payment Breakdown form is prepared and submitted by the D-B 
Contractor.  
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At the end of the current monthly payment period, the D-B Contractor and the PCM will meet 
and agree to the Payment items that are 100 percent complete or agree on the total percent 
completion of all allowable progress payment items. The D-B Contractor and the PCM will also, 
agree on the quantities and related costs to be invoiced for any Time and Material payment 
items and any other approved payment items. The D-B Contractor records the dollar amounts 
that represent the actual work completed. 

The D-B Contractor submits the Monthly Payment Invoice package in hard copy and in CMS (if 
applicable), including the following: 

 A Schedule of Payment Breakdown and any other agreed payment items for payment  

 A Quality Milestone Data Pack for each Quality Milestone which is 100 percent complete or 
otherwise eligible for payment  

 Monthly Schedule Progress Update 

 Contractor’s Monthly Invoice Narrative (for FRA), if applicable 

 Conditional lien releases  

 Evidence of each subcontractor’s payment and  

 Any other supporting back-up information necessary or required by contract to demonstrate 
entitlement to payment required by the Authority into CMS  

The PCM initiates the review process to confirm that the work progress claimed on the Payment 
Invoice actually has been completed and accepted by the PCM and all payment documentation 
is accurate and complete. If the Payment Invoice is acceptable, the PCM will complete the 
following four standard Authority forms: 

 Contract Manager Invoice Approval Checklist 

 Contractor’s Monthly Payment Invoice Certification Form,  

 Line Item Details 

 WBS Cost Distribution Detail 

The PCM will obtain the signature from the D-B Contractor’s Project Manager for certification of 
the Payment Invoice on the Contractor’s Monthly Payment Invoice Certification form.  

If the PCM finds the Payment Invoice to be acceptable for payment, the PCM will provide their 
recommendations for payment and sign-off on the hard copy of the Contractor’s Monthly 
Payment Invoice Certification form and in CMS.   The PCM will have one business day to review 
and recommend for payment or reject the Contractor’s Payment Invoice. If recommended for 
payment, the PCM will transmit the Monthly Payment Invoice to the Authority Design and 
Construction Manager for their review and recommendations/sign-off. The Authority Design and 
Construction Manager or designee will place the “Authority” date stamp with actual date of 
receipt of the Payment Invoice from the PCM, from which this date will start the payment invoice 
clock.  

The Authority Design and Construction Manager will review and recommend for payment and 
sign-off on the Contractor’s Monthly Payment Invoice within one business day from receipt from 
the PCM, if acceptable.   
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Upon approval and sign-off by the Authority Design and Construction Manager, the Payment 
Invoice will be transmitted electronically to the Authority’s Accounts Payable office in 
Sacramento for further review and processing of the invoice and payment. In addition, the PCM 
will send a hard-copy of the payment invoice with the original signatures to the Accounts 
Payable Office in Sacramento via one day express mail delivery.   

Immediately upon receipt of the electronic copy of the Payment Invoice, the Authority’s 
Accounts Payable Office will begin their review of the Payment Invoice. Upon their acceptance, 
the hard copy will be recommended/signed by the Authority’s Budget Officer.  

If the invoice payment funds are to be paid directly from the State funds, the payment procedure 
will be as follows:  

Upon approval by the Budget Officer, the Accounts Payble Office will forward the invoice 
package to the State Controllers Office (SCO) for their review and payment.  Also, the General 
Ledger group finalizes and delivers the approved claim schedule for payment to the State 
Controller’s Office. Then, the State Controller’s Office issuing the check for payment and mails it 
to the D-B Contractor within 3 days of receipt of the invoice package.  Also, the Grants group 
will review the Invoice package and upon their approval, the approved Payment Invoice will be 
scanned and a scanned copy will be transmitted to the FRA for their review and approval, if 
applicable (where FRA funds are used for reimbursement to the Authority for these payments).  
Upon FRA’s approval, the FRA will transfer the FRA shared funds to be reimbursed to the 
Authority. Furthermore, the Accounts Payable Office will transmit a fully signed hard-copy of the 
Payment Invoice to the PCM to maintain in the Project Record files 

If the invoice payment funds are to be paid from FRA funds, the payment procedure will be as 
follows; 

Upon approval by the Budget Officer, the Accounts Payble Office will forward the invoice 
package to the Grants group for their review and approval. Upon their approval, the Payment 
Invoice package will be scanned and a scanned copy will be transmitted to the FRA for their 
review and approval.  Upon approval and drawdown of the funds by the FRA, the Grants group 
will transmit the Payment Invoice to the General Ledger group.  The General Ledger group 
finalizes and delivers the approved claim schedule for payment to the State Controller’s Office. 
Then, the State Controller’s Office issuing the check for payment and mails it to the D-B 
Contractor.  Furthermore, the Accounts Payable Office will transmit a fully signed hard-copy of 
the Payment Invoice to the PCM to maintain in the Project Record files.  

Refer to the D-B Contractor’s Monthly Invoicing and Payment Approval Flowchart in 
Appendix E, which shows the full D-B Contractor’s invoice and payment approval process, that 
is to be used for the D-B Contracts.  

The total duration for the payment invoice review/approval process of each Monthly Payment 
Invoice shall be no more than the total number of days as specified in the D-B Contract. 
Otherwise, the D-B Contractor will be eligible for interest charges on late payments in 
accordance with the Contract Documents. The PCM will monitor and track each Payment 
Invoice throughout this approval process to ensure that the Payment is made to the Contractor 
within the total number of days as allowed in the Contract and update the Authority Design and 
Construction Manager on a weekly basis. 
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If any errors, disputes, or changes are discovered during the payment review and approval 
process, the invoice shall be withdrawn from the payment approval cycle and returned to the D-
B Contractor for re-submittal or the D-B Contractor may be requested to furnish some additional 
documentation for further processing of a revised invoice. The payment clock will stop at any 
time when an error, dispute, or change to the invoice is required and the clock will be restarted 
as Day 1 upon re-submittal of the corrected Monthly Payment Invoice.  

The PCM will maintain a Contractor’s Monthly Payment Invoice Log by Contract of all Payment 
Invoices submitted for payment. 

Refer to the standard Contractor’s Monthly Payment Invoice Certification Form, Line Item 
Details Form and the WBS Cost Distribution Detail Form included in Appendix G, which will be 
used on the D-B Contracts. 

3.9.5 Monthly Payment Invoice Documentation and Distribution 

The PCM will establish and maintain a complete set of payment invoice records. However, the 
official monthly payment records are the responsibility of the Authority Design and Construction 
Manager or designee.   

The PCM shall forward the original and two copies of each monthly payment invoice to the 
Authority Design and Construction Manager. A complete copy, as forwarded, shall be placed in 
the project files. Listed below are all documents that may be required in the total package 
forwarded to the Authority Design and Construction Manager. The Payment Invoice package 
will be in the following order: 

 Contractor’s Monthly Payment Invoice Letter of Transmittal 

 Contractor’s Payment Invoice Details, including Quality Milestone Data Packs, Contractor’s 
Monthly Invoice narrative (for FRA) and any other back-up invoicing documents required 

 Certificates of Payment to Subcontractors and Suppliers 

 Conditional lien releases for Subcontractors 

 Print-out of the Detailed Construction Schedule listed by activities and the secondary 
Schedule of Values 

 Contractor’s Monthly Payment Invoice Certification form (in numerical order) 

 Line Item Details Form 

 WBS Cost Distribution Detail 

 Quality Milestone Data Pack Checklists 

 Any other back-up documents as required by the Authority to substantiate payment request 
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3.9.6 Payment from Provisional Sum Items 

The Authority may reserve Provisional Sum amounts in the D-B Contract for payment of certain 
allowable Contract Work as specified in the Contract-Signature Document. These Provisional 
Sum amounts are to be used to pay for provisional work, from which the Contract work scope 
cannot be reasonably defined or known at the time of the submission of the D-B Contractor’s 
proposals, and shall be subject to the approval of the Authority. The Provisional Sums will vary 
by contract and may include (but are not limited to) to the following:  

 Utility Provisional Sum  

 Construction Contract Work Provisional Sum  

 Building Hazardous Materials Provisional Sum  

 Other D-B Contract-Specified Provisional Sum items  

Payment from any Provisional Sums items may be authorized by an executed Task Order 
Proposal or a Contract Change Order, at the option of the Authority Design and Construction 
Manager.  When a Task Order Proposal or Change Order is executed by the Authority, 
authorizing payment from the Provisional Sums items, the Contractor shall proceed with the 
related Provisional Sum Work.  Upon completion and acceptance of this work (or any specified 
payment item(s) included in the executed Task Order Proposal or the executed Change Order, 
the Contractor may request payment through the Payment Invoice process as described in 
Section 3.9, Contractor’s Monthly Payments.  

In order for the D/B Contractor to request payment of any Provisional Sums items, the D/B 
Contractor shall first, submit a draft Task Order Proposal form (TOP) to the PCM electronically, 
which shall be subject to review and approval by the PCM and the Authority. The draft TOP 
must include the following; 

 Description of the proposed Task Order (TO) work scope 

 Reason for the proposed TO work  

 Cost Proposal (with direct costs only) 

 Schedule details with schedule subnet 

 Proposed payment method(s) to be used, including unit prices, lump sums, time and 
material, etc. and payment item numbers and descriptions for each 

The draft TOP must provide sufficient details to permit a full review and analysis of the work 
scope and the related costs and schedule details for the proposed scope of work to be covered 
in the TOP. 
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Upon receipt of the draft TOP from the D/B Contractor, the PCM will upload the draft TOP into 
CMS, and proceed to evaluate the draft TOP to determine if the proposed work scope is 
allowable within the specified Provisional Sum item(s).  If allowable, the PCM will prepare a 
Rough Order of Magnitude cost estimate (ROM) and then evaluate the draft TOP for accuracy, 
reasonable cost and schedule basis, and equitable payment compensation for the actual work 
progress to completion of the related Work The PCM will provide their recommendations for 
approval or provide their comments to the Authority Design and Construction Manager or 
designee. The Authority will review the draft TOP and the PCM’s recommendations and/or 
comments and advise their concurrence or provide further comments to the PCM. The PCM 
may forward the Authority’s comments to the D/B Contractor, if agreeable with the Authority/. 
The Authority’s review process should be completed within 15 calendar days of receipt of the 
draft TOP by the PCM.  

The D/B Contractor and the PCM may hold one or more meetings to discuss and resolve any 
comments, clarify the TOP work scope and/or proceed to negotiate and obtain an agreement on 
the total costs, payment items, schedule details, etc. for the proposed TOP work. 

Upon agreement, the PCM will inform the Authority Design and Construction Manager of the 
details of the agreement obtained with the D/B Contractor.  If the Authority Design and 
Construction Manager concurs with this agreement, the PCM will request the D-B Contractor to 
submit the final TOP form, as agreed by both parties, with the D-B Project Manager’s signature 
included, for the Authority’s review and concurrence.  Upon review and concurrence of the 
signed TOP form by the PCM, the PCM will transmit it to the Authority Design and Construction 
Manager or designee for their approval and signatures. It then, becomes an executed TOP. The 
PCM will distribute the original executed TOP form to the D-B Contract and one scanned copy 
of the executed TOP will be retained by the PCM in the record files. 

If agreement on work scope, total costs, schedule details, etc. cannot be reached with the D-B 
Contractor, the Authority may issue a Directive Letter to the D-B Contractor, directing the 
Contractor to proceed with the TOP work on a Time and Material basis and the actual costs will 
be paid for under the specified Provisional Sum item. 

The Authority may direct the Contractor to proceed with a specified work scope to be paid for 
under a Provisional Sum item.  In this case, the PCM will prepare a draft Directive Letter for the 
Authority’s signature with appropriate direction to the D/B Contractor to submit a TOP form for 
the Authority’s review and approval. 

The PCM will log and track each TOP form from initial submission from the D/B Contractor until 
completion of all related work and until all related payments have been made. The PCM will 
verify that payment for any work covered under the Provisional Sum values shall be authorized 
only following issuance of an executed TOP. Payments based on the TOP shall follow the 
Contractor’s Monthly Payment process. The PCM will be responsible for verifying that all dollar 
amounts associated with the TOPs are accurately recorded and tracked and the remaining 
balances in each Provisional Sum item are accounted for.   

Refer to the standard Task Order Proposal (TOP) for Provisional Sums form which is included in 
Appendix G and is to be used on the Project.  This standard form may be modified as necessary 
to conform to the applicable Contract Documents. 

If the Authority elects to use CO’s to authorizing payment from Contract-specified Provisional 
Sums items, the PCM will follow the same Change Order process as described in Section 11.9, 
Change Orders and Task Orders for Contract-Specified Provisional Sum Items. 
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Each month, the PCM will verify that the Contractor has updated the Contractor’s Monthly 
Payment form to include all new payment items and other payment items added by the fully 
executed Task Orders. All TOP will be added to the form during the month that they are 
executed, even if no related work activities have occurred.  

The Authority may elect, in its sole discretion, to pay for related Change Order work with funds 
from the Provisional Sum values (to the extent of any available funds in the Provisional Sum), or 
the Authority shall pay for said Change Order with other funds. As specified in the D/B Contract. 
If, at any time, a positive balance remains in the Provisional Sum amount specified in the D/B 
Contact, the Authority may elect to deduct the balance from the Provisional Sum amount and 
credit such amount to the Authority.  

The PCM will verify that payment for any work covered under the Provisional Sum amounts 
shall be authorized only following issuance of an executed Change Order. Also, the PCM will be 
responsible for verifying that all dollar amounts associated with these CO’s are accurately 
tracked against the appropriate CO and the remaining balances in each Provisional Sum item 
are accounted for up to the total allowances as specified in the D-B Contract.   

Each month, the PCM will verify that the Contractor has updated the Contractor’s Monthly 
Payment Invoice form to list these COs during the month that they are executed, even if no 
“Line Item Details” forms during the month that they are executed, even if no related work 
activities have occurred.  

Refer to Section 11.9, Change Orders and Task Orders for Contract-Specified Provisional Sum 
Items for more details. 

3.9.7 Payment for Unincorporated Materials  

Payment items may include payment for specified materials stored on-site or off-site prior to 
incorporation into the Work which have been specifically listed and fabricated or designated for 
the Project per the Contract Documents. These stored materials must be included in Payment 
Milestones or other approved payment items, which have been submitted and approved for 
each delivered and stored material. Stored materials shall be delivered at a secured facility 
accessible to the Authority and must be verified by the PCM, unless waived by the ADCM. In 
addition to verifying delivery of materials, the PCM shall be responsible for implementing and 
maintaining a system for tracking all of these stored materials and when specific materials are 
removed and incorporated into the Work. The D-B Contractor must have complied with the 
requirements regarding advance approval listed below, and must submit an original invoice for 
the materials or other documents to confirm that the cost of the materials is equal to the 
corresponding Payment items amount. In addition, material for which payment has either been 
made, wholly or partially, shall not be removed from the approved storage location until such 
time that it is to be incorporated into the work, unless prior authorization has been provided by 
the PCM. 

When the Contractor requests payment for any Unincorporated Materials, the following 
documents should accompany the submitted Monthly Payment Invoice: 

 Validated invoices with the signature of an officer of the company supplying the material 
showing the actual cost. 
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 A written statement from the D-B Contractor attesting to the invoices as submitted do not 
include charges or fees for placing, handling, erecting or any other charges or markups 
other than the actual material cost, sales tax(es) if applicable, and related freight charges. 

 Buy America documentation, if required 

 Bills of Lading showing delivery of the material.  

 Inspection test reports, certifications, and/or a written statement from the D-B Contractor’s 
Quality Manager attesting to the inspection and approval of the stored materials 

 Upon receipt of the required documentation, the PCM will verify that these documents are 
acceptable and field-verify that these materials have been stored at the approved site 
location and delivered in the exact types, sizes, quantities, etc. as documented. Upon 
verification and acceptance, the PCM will recommend payment and proceed with the 
payment invoice process. 

In the event that the D-B Contractor fails to pay the supplier(s) within the period specified in the 
D-B Contract or according to the State and Federal laws, the PCM will recommend withholding 
an equivalent payment amount owed the supplier(s) from the next payment invoice submitted by 
the D-B Contractor. The PCM will then notify the D-B Contractor, in writing, of the forthcoming 
payment reduction. 

As part of the Project records, the D-B Contractor will submit copies of all pertinent 
documentation with the Monthly Payment Invoice to the PCM for review and retention. 

3.9.8 Payment for Change Orders 

In order for the payment system to provide the mechanism for payment of Change Orders, the 
following two conditions must be satisfied: 

 The Change Order document must clearly detail the method of payment, including the pay 
item number, description, lump sum amount or quantity (estimated) unit, unit price, and any 
associated contract time extension. 

 The Change Order must be fully executed so that the Change Order pay items can be 
included by the D-B Contractor in the payment invoice. 

The payment process provides for the incorporation of two categories of Change Orders. One 
category deals with Change Orders that increase/decrease the scope of the D-B Contract but 
do not relate to any current pay items in the D-B Contract. The second category deals with 
Change Orders that relate to the original pay items, whereby the original pay item amount is 
zeroed-out and the new “replacement” payment item is added in the payment document. 

All Change Order pay items will have an appropriate Work Breakdown Structure code (WBS). 
The replacement pay item(s) will appear directly under the original payment item (which will be 
labeled “REPLACED”) on the payment invoice forms. Additional information on overruns, 
underruns, and credit Change Orders is provided in Section 11, Changes and Claims. 

The PCM will be responsible for verifying that all Change Orders are cross-referenced to the 
appropriate WBS line items(s). This will require coordination and concurrence with the Authority 
Project Controls Group.  
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Each month, the D-B Contractor will update the Monthly Payment Invoice form to include all 
new Payment Milestones items and any other payment items added by fully executed Change 
Order (CO). All executed COs will be added to the Monthly Payment Invoice form during the 
month when these COs are received by the D-B Contractor, whether or not there is any related 
work activity started or performed during the current payment period. Changes Orders, when 
added to the Schedule of Payment Milestones and the Cost Loaded Schedule, shall preserve 
their identity as Change Orders.  

3.10 Subcontractor Approval Process 

3.10.1 Subcontractor Approval Process 

The D-B Contractor shall submit each proposed subcontractor agreement for review and 
approval by the Authority as specified in the Contract Documents. The PCM will review the 
subcontract agreements for completeness and compliance with the applicable D-B Contract 
requirements and forward each to the Authority with their recommendations/comments within 
five working days of receipt from the D-B Contractor. Upon review and approval by the 
Authority, the PCM will notify the D-B Contractor, in writing, of the Authority’s approval or 
comments for their further actions.   

It is the D-B Contractor’s responsibility to provide one copy of each executed subcontract 
agreement to the PCM with copies of insurance certificates and subcontractor’s contractor 
licenses verifying the proposed subcontractor’s compliance with D-B Contract insurance 
requirements within three days of execution. The PCM shall verify that each subcontractor’s 
insurance certificate complies with the insurance and subcontractor’s contractor’s license 
requirements as specified in the D-B Contract. 

The PCM will prepare and maintain an electronic log of approved subcontractors for the use by 
all Project staff. The PCM will monitor that no subcontractors are permitted to work on the 
Project until they have approval from the Authority and each subcontractor complies with the 
insurance requirements as specified in the D-B Contract.  

In the event that the D-B Contractor needs to either change or add a major subcontractor, the 
process outlined in Section 3.10.3, Subcontractor Substitution Process shall be followed.  

3.10.2 Small and Disadvantaged Business Enterprise Program Requirements 

When a small business enterprise (SB) works on the Project, their work needs to be monitored 
by the PCM, and certain reporting requirements and deliverables under the Small Business 
Program Plan must be fulfilled by the D-B Contractor. These items will need to be verified in the 
field and recorded by the PCM.  

The D-B Contractor shall submit monthly progress reports on the SB utilization to the Authority. 
The Authority and D-B Contractor will keep a running tally of the actual payments to SBs for 
work committed to them during the contract performance and will be included in the Monthly SB 
Subcontractors Paid Report-Summary and Payment Verification (Form 103). The Form 103 
reporting requirements, also, captures SB utilization at all tiers. 
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The D-B Contractor shall submit the Form 103 by the 15th of each month. Any alternate formats 
requested to be submitted by the D-B Contractor, in lieu of the Form 103, must have prior 
approval from the Authority.  Failure to submit the Form 103 reports may result in the imposition 
of a monetary penalty per day for each monthly report overdue. Civil penalties for knowingly 
providing false information on the Form 103 are subject to penalty as per the State law. 

The D-B Contractor shall establish and implement a Small Business Performance Plan, to 
address how the D-B Contractor will meet the overall 30 percent SB goal. The SB Performance 
Plan shall be subject to concurrence by the Authority. If requested by the Authority, either before 
or after the Notice to Proceed, the D-B Contractor shall revise its SB Performance Plan to 
incorporate the Authority’s comments. 

The PCM will need to understand and monitor the following: 

 The provisions of the Subletting and Subcontracting Fair Practices Act. 

 The work being performed by the SBs working on the Project-perform periodic on-site 
monitoring so that the work committed to the SBs are actually being performed by the SBs 

 That the listed SBs are not illegally removed or replaced 

 That the D-B Contractor achieves the established level of SB work and commitments made 
at time of D-B Contract award and as described in the Contractor’s approved SB 
Performance Plan 

 The submission of required SB reporting requirements 

The PCM must be familiar with the D-B Contractor’s contractual obligations, review the D-B 
Contractor’s work and verify that the SB provisions are being followed as specified in the D-B 
Contract.  

The PCM will check and track that the D-B Contractor complies with the various reporting 
requirements, action items and deliverables in the Authority’s Small Business Program Plan as 
required in the Contract Documents. The Authority or designee will verify the D-B Contractor’s 
actual compliance with the SB Program Plan and SB Performance Plan requirements and 
provide status reports to the PCM. The table below lists these requirements in the Small and 
Disadvantaged Business Enterprise Program Plan. 

Table 1: Small and Disadvantaged Business Enterprise Program Requirements 

Deliverable Frequency Action 
SB Program 

Plan Reference 

SB Activity Report 15th of each 
month 

Form 103 III.A. Data 
Collection and 
Reporting 

Reference 
Pages 14, 25, 
36, 37 
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Deliverable Frequency Action 
SB Program 

Plan Reference 

Executed SB 
Subcontract 
Agreements 

As SB, 
subcontract 
agreements are 
executed. 

Submit copies of all executed 
SB subcontracts and/or SB 
purchase orders (PO) within 14 
working days after the Notice to 
Proceed is issued by the 
Authority. Subcontract 
agreements entered into 
subsequent to the NTP shall be 
submitted to the Authority within 
14 working days following 
commencement of the work, 
regardless of the subcontractor 
and vendor tier. The D-B 
Contractor and its lower tier 
subcontractors must incorporate 
the Authority’s prompt payment 
provisions in all executed 
subcontract agreements. 

III.F.  Contract 
Monitoring and 
Compliance 

Reference Page 
17 

On-Site Performance 
Monitoring 

Periodic Perform periodic on-site 
monitoring so that work 
committed to SB firms is actually 
being performed by the SBs 

III.F. Contract 
Monitoring and 
Compliance 

Reference Page 
17 

Good Faith Efforts 
Towards SB 
Participation (Post 
Award) 

As needed Change in Contract Amount - 
The dollar amount of Change 
Orders or any other contract 
orders that increase or decrease 
the work area in which SB 
utilization has been committed 
shall be commensurately added 
to or subtracted from the 
respective total subcontract 
amount. Revised total contract 
dollar values shall be reflected in 
the monthly progress report 
submitted to the Authority with 
supporting evidence of an 
approved change. 

IV.C. Good 
Faith Efforts 
(Pre and Post 
Award) 

Reference Page 
22  
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Deliverable Frequency Action 
SB Program 

Plan Reference 

Substitution or 
Termination of a SB, 
DVBE, Micro-
business or DBE on a 
Contract 

As 
SB/DBE/DVBE 
substitutions 
occur. 

Prior to approval of the D-B 
Contractor’s request for the 
substitution, the Authority shall 
give notice in writing to the 
subcontractor of the Contractor’s 
request to substitute and of the 
reasons for the request. The 
notice shall be served by 
certified or registered mail to the 
last known address of the 
subcontractor. The listed 
subcontractor who has been so 
notified has five working days 
within which to submit written 
objections to the substitution to 
the Authority. Failure to file 
these written objections 
constitutes the listed 
subcontractor’s consent to the 
substitution.  

IV.E. 
Substitution or 
Termination of a 
SB, DVBE, 
Microbusiness 
or DBE on a 
Contract 

Reference 
Pages 28-31 
and 37 
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Deliverable Frequency Action 
SB Program 

Plan Reference 

Monthly and Annual 
Narrative SB 
Progress Reports 

Monthly and 
Annual—
August 1 

With each invoice and an annual 
report on or before August 1 of 
each year of the design-build 
contract term. 

Each report must include a 
narrative summary stating 
whether the D-B Contractor is on 
target with respect to the SB 
goal set forth in the design-build 
contract, whether the goal has 
been exceeded (stating the 
amount of the excess), or 
whether the D-B Contractor is 
behind target (stating the 
amount of the deficit) and 
substantiate such attainments. If 
any progress report shows that 
the D-B Contractor is behind 
target or if it anticipates being 
behind target, the report must 
include satisfactory evidence of 
past good faith efforts 
undertaken and must specify 
additional good faith efforts 
planned to be taken to remedy 
deficiencies towards meeting the 
SB goal in accordance with the 
Authority’s SB Program. 
Following review and 
concurrence of such proposed 
additional good faith efforts by 
the Authority, the D-B Contractor 
shall modify its SB Performance 
Plan accordingly.  

V.D. D-B 
Contractor 
Good Faith 
Efforts and 
Reporting 
Obligations  

Reference Page 
37 

The PCM is responsible for receiving, logging and tracking the D-B Contractor’s compliance and 
submission of the SB Program and SB Performance Plans. The PCM will review the SB 
Program related reports and identify compliance determinations and any discrepancies found to 
the Authority/ and the PCM. The PCM will notify the D-B Contractor, in writing, of these 
determinations and discrepancies found and advise the D-B Contractor to investigate and 
provide their written response for resolution/corrective actions, as required.  
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3.10.3 Subcontractor Substitution Process 

The D-B Contractor may request a subcontractor substitution, which requires a formal review 
process before a decision is rendered by the Authority. The substitution process is required for 
removing and replacing a subcontractor or SB firms, and for adding a subcontractor, which is 
encouraged under certain conditions in the D-B Contract. The D-B Contractor must include their 
justifications for requesting a replacement or addition of a subcontractor with their request for 
substitution submission.  

The D-B Contractor may request the removal or adding of a listed subcontractor in accordance 
with the Contract Documents. Special attention will be given to the substitution and/or 
termination processes of a small business. 

When the D-B Contractor requests a substitution, the PCM should gather the documentation, 
including reasons for the change, recommendations by the PCM and forward all documentation 
to the Authority for review and determination of approval or disapproval.  

The PCM will monitor that the D-B Contractor and each subcontractor is in compliance with the 
Table 1, Small and Disadvantaged Business Enterprise Program Requirements in 
Section 3.10.2 and will be monitored and verified by the PCM’s field staff. 

3.11 Labor Compliance Reports 

When the D-B Contractor submits their weekly Labor Compliance reports to the PCM, the PCM 
is responsible for tracking these reports and transmitting each to the Authority’s Labor 
Compliance Unit to validate that each complies with the D-B Contract requirements and 
applicable State and Federal regulations. In addition, the Authority will perform Labor 
Compliance field interviews of the D-B contractor’s employees and subcontractors periodically 
as required for compliance. The Authority will review and verify prevailing wage compliance of 
these reports and report the determinations and any discrepancies found to the Authority and 
the PCM. The PCM shall notify the D-B Contractor, in writing, of determinations and any 
discrepancies found and advise the D-B Contractor to investigate and provide their written 
response for resolution/corrective actions, as required.  

3.12 Community Benefits Agreement 

If the D-B Contract Specifications refer to and include a draft Community Benefits Agreement 
(CBA), the Final CBA (Executed Version) will be distributed by the Authority to the PCM.  The 
PCM will issue these documents to the D-B Contractor for their implementation and reporting 
actions.  The Final CBA is, also, available to the D-B Contractor and Authority staff at the 
following website: http://www.hsr.ca.gov/Programs/Construction. 

http://www.hsr.ca.gov/Programs/
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3.13 United States Department of Labor –Office of Federal Contract Compliance 
Program Oversight Committee Reports 

The PCM is responsible for receiving, logging, and tracking the D-B Contractor’s compliance 
and submission of U.S. Department of Labor (USDOL) Office of Contract Compliance Program 
Equal Employment Opportunity reports in compliance with Title 41 CFR part 60 and the ten 
obligations under the Mega Project Oversight Committee requirements. The USDOL will review 
the Oversight Committee and Mega Project reports and identify compliance determinations and 
any discrepancies found to the Authority and PCM. The PCM will notify the D-B Contractor, in 
writing, of the USDOL determinations and any discrepancies found and advise the D-B 
Contractor to investigate and provide their written response for resolution/corrective actions, as 
required.  

3.14 Contract Drawings and Specifications 

The PCM will be responsible to verify that the D-B Contractor provides the Authority with the 
current and updated design drawings as the design advances and prior to the start of the 
related construction work. The PCM will use the CMS software to maintain a Drawing Control 
Log of the most-current design drawings and specifications or Ready for Construction (RFC) 
drawings/specifications. The PCM will periodically compare the Drawing Control Log with the 
working set of drawings to confirm that the D-B Contract Drawings are current and accurate. 
Superseded drawings and specifications, marked “Superseded”, must be retained for record 
purposes until D-B Contract completion. 

When the D-B Contractor has made design changes/revisions, the PCM will require the D-B 
Contractor to submit the revised drawings for review by the PCM and the Authority in 
accordance with the Authority’s submittal review process and as specified in the D-B Contract.  

3.15 As-Built Documents 

The D-B Contractor has the primary responsibility for the preparation of a set of working 
Contract Drawings, Specifications and other Contract or Project Baseline Documents, 
appropriately marked up with the as-built details.  

Often during construction, interim as-built details may be required by others to enable them to 
complete design or redesign of a certain feature or addition or to begin construction in a 
common area of the Project. Consequently, the D-B Contractor’s marked-up set of as-built 
documents must be kept up-to-date daily with the as-built details. The PCM will perform monthly 
reviews of the D-B Contractor’s marked-up as-built documents to confirm that the D-B 
Contractor is maintaining current and up to date as-built records.  The PCM will maintain 
records for each monthly as-built review and track any outstanding issues found during the 
review until each has been resolved and closed out. The marked-up as-built drawings and 
details will include changes in materials, equipment, or the final location or dimensions of the 
work, as well as significant details not shown on the original D-B Contract and shop drawings. 
The PCM is responsible to coordinate with the D-B Contractor for as-built drawings. 
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Upon completion of the construction Work (or as early as possible after completion of each 
specific portions of  the D-B Contract Work), the D-B Contractor shall submit the complete set of 
working Contract Drawings, shop drawings and specifications, clearly marked with all as-built 
details, to the PCM for final review. The PCM will review each for completeness and return any 
review comments to the D-B Contractor for incorporation into the record drawings. The D-B 
Contractor will prepare the Record Documents. Furthermore, the PCM will confirm that 
drawings, catalog cuts, diagrams, and other information (such as software and other proprietary 
information) prepared by the D-B Contractors, suppliers and manufacturers that are necessary 
to properly maintain the accepted railway facilities and system are assembled and furnished to 
the Authority. The PCM must verify that the D-B Contractor has submitted all Record 
Documents, as required by the D-B Contract, prior to releasing the Final Payment to the D-B 
Contractor. 

3.16 Value Engineering Cost Proposals  

The D-B Contractor will be encouraged to submit their cost reduction Value Engineering Cost 
Proposals (VECP), which may change the drawings, specifications or other requirements of the 
D-B Contract. Each VECP submission will be sequentially numbered. In order for a VECP to be 
accepted by the Authority, along with the requirements of the D-B Contract, the VECP shall 
include one or more of the following: 

 Be identified by the D-B Contractor at the time of submission to the PCM 

 Require a change to the D-B Contract 

 Decrease the D-B Contract price or provide reduced life cycle costs to the Authority 

 Maintain the required functions, such as service life, reliability, economy of operation, ease 
of maintenance, and any standardized features and appearance 

 Not require an unacceptable extension of D-B Contract time 

A VECP will be handled in a manner similar to Contract Change Orders Proposals. The 
Designer of Record and ICE/ISE (when applicable) shall review the D-B Contractor’s proposal 
for technical feasibility, cost, and schedule analysis and approve the VECP, prior to submitting it 
to the PCM. Upon receipt, the PCM will review and evaluate the VECP, including costs and 
schedule, and submit their analysis with a recommendation to the Authority for subsequent 
evaluation. A case file will be established for the proposed change by the PCM. The D-B 
Contract cost analysis will take into account the change in the Contract price and the impact on 
the total Project cost. The Authority will review the recommendations from the PCM and may 
approve, in whole or part, any VECP submitted. Upon approval by the Authority, the PCM will 
prepare a Contract change order for review and approval by the Authority. The decision 
regarding rejection or approval will be at the sole discretion of the Authority and will be final and 
not subject to appeal. All VECPs shall be logged and tracked by the PCM and all approved 
VECPs will be included on the Change Management Log and Change Log. 

Any net savings estimated to accrue to the Contractor will be split equally between the Authority 
and the Contractor after taking into account any additional costs anticipated to be incurrred by 
the Authority resulting from the VECP.  These net savings as split will be implemented through a 
credit change order.  The amount of the credit change order will need to be increased by the 
split in Authority costs to be sure the net effect is the same share of savings by both parties. 
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The Authority may request that specifically selected Post Award Alternative Technical Concepts 
(ATCs) to be implemented by the D-B Contractor via an approved change order. Upon 
agreement between the Authority and the D-B Contractor, the D-B Contractor may implement 
the change order as a VECP.  (Post Award ATCs are any ATCs previously submitted by one or 
more of the unsucessful Proposers which the Authority decides to implement on the D-B 
Contract.)  Refer to the current Alternative Technical Concepts (Post Award Evaluation and 
Implementation) Procedure for more details found in Share Point. 

3.17 Risk Management and Mitigation 

Effective management of Program and Project risks are necessary to significantly increase the 
chances of delivering a successful Project and to assist in the mitigation or avoidance of 
undesirable project outcomes and/or the enhancement of risk response strategies and 
mitigation opportunities of individual risks.  The Authority’s Program Risk Management Plan 
provides a formal, systematic approach for identifying, assessing, evaluating, documenting and 
managing risks that could jeopardize the success of the Program and Project.  Furthermore, the 
Authority has prepared the Program Risk Register and it will be sorted to provide a Project-
specific risk register which will include a listing of all potential risks related to each related D-B 
Contract and Project.  The Project-specific risk register will be provided to each PCM during the 
early stages of the D-B Contract.  

The PCM will support the Authority in the risk management process in accordance with the 
Authority’s Program Risk Management Plan and the Project-specific risk register for each D-B 
Contract. The PCM will assess, evaluate, document and manage all elements of risks listed on 
the Authority’s Risk Register regarding the assigned D-B Contract and Project.  Also, the PCM 
will identify, assess, evaluate, document, and manage any new or emergent risks that could 
jeopardize the success of the related to the D-B Contract and Project for the duration of the D-B 
Contract.  The PCM will coordinate with the D-B Contractor, the Authority Design and 
Construction Manager and any other related third parties to identify and prioritize each risk and 
to recommend appropriate mitigation measures to alleviate any cost and schedule risk impacts 
to the Authority. 

The PCM will regularly monitor, report on their risk management efforts, and provide all Risk 
Register updates to the Authority’s Risk Management Team and other Authority staff as 
required, at least monthly, to ensure compliance and to maintain current records of their risk 
management efforts, including tracking of the progress and effectiveness of all D-B Contract 
and Project risk mitigation activities from the Design-Builder, third parties, and its own activities.  

Refer to the Program Risk Management Plan for more details, which is listed in Appendix F. 

3.18 Contingency Management Plan 

Contingency Management is a critical element in achieving a successful Program is to account 
for and effectively manage the potential risks to the Program and the individual Project(s).  

At the time of the D-B Contract award, the Authority will allocate a contingency amount in the 
Project’s budget to allow for potential increases in the Contract amount due to change orders.  
This contingency amount will be known as the “Project Allocated Contingency”.  The PCM will 
be responsible to track, monitor, manage, and report on the Project Allocated Contingency 
budget for the duration of the D-B Contract. 
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The PCM will prepare a Project’s Draft and Final Contingency Management Plan which 
describes how the PCM will track, monitor, and report on the Project’s Allocated Contingency 
and the related drawdown utilization. This Plan will establish and maintain a contingency 
management process that is in conformance with the Authority’s Cost Control processes and 
the Authority’s Contingency Management Plan which is listed in Appendix F. This Project’s Draft 
and Final Contingency Management Plan will be submitted by the PCM for review and approval 
by the Authority. 

Any drawdown from the Allocated Project Contingency on each D-B contract will be authorized 
only after a Change Order has been executed for the related work.   

If the Allocated Project Contingency amount are trending towards and/or forecasting to be 
depleted, based on all potential and anticipated Change Orders and the Project-specific Risk 
Register analyses, the PCM will coordinate with the Authority Design and Construction 
Manager, whom may request for the contingency budget to be replenished from the Program’s 
Unallocated Contingency in accordance with the Authority’s Contingency Management Plan.  
The PCM, in coordination with the Authority Design and Construction Manager, will establish a 
minimum contingency balance to be maintained at all times, in order for the Authority to 
determine the need to request additional contingency funds for the remaining Contract duration. 
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4 COMMUNICATION, DOCUMENTATION, AND REPORTS 

4.1 Project Management Information System 

All records of communication between each party should be kept in an organized system 
through a document management system agreed to by the Authority. 

PMIS is an integrated web-based project management and document control system used to 
control and track project documents. PMIS software includes Oracle Primavera Contract 
Management (CMS), Oracle Primavera-P6, Microsoft Share Point, Bentley Project Wise, IBM 
Doors, and Environmental Mitigation Management Assessment (EMMA). The Authority and 
PCM staff, as well as D-B Contractors and Consultants, shall develop and transfer documents 
within the PMIS system, as required. Attachments in .pdf and native file format can also be 
linked to data within PMIS and are quickly available for staff review, although they are actually 
electronically stored within PMIS. PMIS also interfaces with the Primavera P6 software used for 
project controls tracking and scheduling. Within PMIS, there will be limited and controlled 
access to each software system and individual modules, based on each organization and/or 
individual needs and the High-Speed Rail Program’s security and controls requirements as 
determined by the Authority.  

All users (entering data and/or upload and download data) require an Oracle Contract 
Management license to access CMS and the other specified software may require licenses 
when applicable. Each PCM, Consultant or D-B Contractor is responsible for the following: 

 Determining the number of staff needing access to CMS and their level of access,  

 Obtaining the necessary Oracle Contract Management licenses and  

 Providing the license numbers to the Authority Project Controls Manager to implement within 
the PMIS, and  

 Providing the Project Controls Manager with the names of staff assigned those licenses.  

Each PCM, Consultant and D-B Contractor is also responsible for assigning a staff contact for 
PMIS coordination, although the Project Controls Manager may coordinate with additional 
Consultant or D-B Contractor staff during implementation.  

Documents within PMIS are distributed via PMIS using contacts in the company modules. 
Recipients receive an e-mail and a .pdf of the attachments. E-mails can be sent to staff in the 
company module even if they do not have access to PMIS. 

4.1.1 Organization of Project Management Information System 

PMIS is organized by Contracts (referred to as “Projects” in PMIS terminology). The overall 
project files and functions are separate from individual D-B Contracts. Not all modules will be 
implemented for each D-B Contract. As new D-B Contracts are awarded, they will be added to 
PMIS by the Authority Project Controls Manager or designee.  

Refer to the Contract Management System (CMS) Procedures Manual, which is listed in 
Appendix F, for more details related to using CMS.  
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For each D-B Contract, PMIS, including CMS, are divided into major module groups, including: 

Contract General Information, including the following modules: 

 Companies - Add contact information, including company and e-mail for overall project or 
D-B Contract participants, including staff without access to PMIS. At the start of the Project, 
each PCM, Consultant or D-B Contractor will provide up to date company information for his 
or her firm and Subcontractors and Sub-consultants in a pre-formatted “.xls” file. The 
Authority Project Controls Group will use these files to add contacts to CMS as appropriate. 

 Issues/Potential Changes - Used to track issues, including potential claims. Once an issue 
is identified and created, applicable documents can be linked to the issue to provide quick 
access to the documents. The PCM will be responsible for creation, linking, and 
maintenance of issues in their Projects(s). An Issue Detail Form and Log are to be used on 
the Project and are included in Appendix G. 

Communication, including the following modules: 

 Correspondence Received - Used to capture correspondence received and automatically 
record the time and date the document was entered into CMS, this includes E-mails 
generated for the Project that are D-B Contract specific and relevant to the decision making 
process.  

 Correspondence Sent - Used to capture correspondence sent and automatically record the 
time and date the document was entered into CMS. 

 Letters - Used to generate and distribute letters. PCM field office staff use the module to 
generate letters for PCM’s or Authority’s signature. Letters should not be used in lieu of 
other communication documents such as transmittals, RFIs, Meeting Minutes, Telephone 
Notes, Notices, etc. A standard Letter and Transmittal forms and standard Letters 
Received/Sent Forms and Memorandum Form-(for internal documents only) are to be used 
on the Project and are included Appendix G. 

 Meeting Minutes - Used to develop and maintain meeting minutes, including progress and 
task meetings. The module enables staff to approve minutes and to distribute meeting 
minutes. The PCM will use this module for preparation of all Meeting Minutes in the Project. 
A standard Meeting Minutes Form and Meeting Sign-in Sheet form are to be used on the 
Project and are included in Appendix G. 

 Non-Conformance Reports (NCR) - This module is used to track non-compliance issues 
during construction. The PCM shall be responsible for implementation and maintenance of 
the data in this module and for using the forms and reports to communicate as applicable. A 
standard Non-Conformance Report form and standard Non-Conformance Report Log form 
are to be used on the Project and are included in Appendix G.  

 Requests – Requests for Information (RFI) -Used to develop, process, respond to, and 
distribute RFIs. The standard Request for Information Form, which is included in Appendix G 
and will be used on the Project. 

 Safety and Security – The PCM shall be responsible for implementing the CMS Safety and 
Security module for monitoring and reporting on Project Safety and Security. 

 Telephone Records – The PCM shall be responsible for implementation and use of this 
module to record important telephone conversations. 
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 Transmittals - Used to generate transmittals. The PCM will be responsible for using this 
module to generate transmittals to the D-B Contractor and other entities. A standard 
Submittal Transmittal Form and Log and standard Transmittals Received/Sent Forms are 
included in Appendix G and are to be used on the Project.  

Contract Information, including the following modules:  

 Change Management - Used to track the proposal and negotiation phase of change 
management. The PCM will be responsible for maintaining all data in the Change 
Management Module. Refer to the Design-Build Contract Change Order Procedure, listed in 
Appendix D and the standard Contract Change Orders Forms and Logs are to be used for 
the Project and included in Appendix G. 

 Change Orders - Used to create Change Orders to Contracts. Change Orders will be 
generated in this module by the Authority Project Controls Group. The PCM will be 
responsible for reviewing and concurring with the information in this module prior to each 
Change Order being executed. Refer to the Design-Build Contract Change Order 
Procedure, listed in Appendix D. 

 Contracts Committed - Used to track committed Contract Documents and costs. This 
module will be maintained by the Authority Project Controls Group. The PCM will be allowed 
to view this module but may be able to edit some data. Refer to the Contract Management 
System (CMS) Procedures Manual listed in Appendix F.  

 Cost Worksheet - Used to compile all costs stored within CMS and create cost control 
reports.  

 Funding Documents 

 Notice of Changes - The PCM will be responsible for verifying that the data in this module 
are correct and up to date. 

 Payments - Used to track payments and invoices. The PCM will be responsible for verifying 
that the data in this module is correct and up to date. Refer to the standard Contractor’s 
Monthly Payment Invoice Documents, which are included in Appendix G, and are to be used 
for the Project  

 Procurement 

 Proposals - The PCM will be responsible for verifying that the data in this module is correct 
and up to date. 

 Transfers 

Environmental Logs, using EMMA: 

EMMA is a database created to Environmental document compliance. The database allows 
users to record implementation of compliance through the use of records forms designed 
specifically for each discipline.  The status of each environmental commitment is tacked in 
EMMA through phases of pre-initiation, in-process, and upon successful completion of each 
commitment, that the commitment’s status is noted as completed in the system.  The system 
allows for various records documenting compliance with commitments and ultimately, the 
meaningful mitigation of impacts.  EMMA also functions as a reference library of environmental 
commitments. Each commitment may be accessed for review of commitment as well as 
documents associated with commitments such as permits and reporting programs.  This 
reference library is available to all users.  EMMA shall include the following modules: 
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 Compliance - Used to track environmental mitigation and compliance with the 
environmental requirements/commitments. 

 Permits - Used to track the original or programmatic permits, modifications to permits, and 
any new permits that may be acquired by the Authority and the D-B Contractor. 

Engineering Logs, including the following modules: 

 Drawings - Used to track the status and control the configuration and revisions to Contract 
Documents, such as the Contract and Ready for Construction (RFC) Drawings. For the 
overall Project, this section is used to track the status and control the configuration and 
revisions for Program-wide Baseline Documents, such as the Project Management Plan and 
Quality Management Plan. For specific D-B Contracts, copies of the current revision of D-B 
Contractor plans, such as the Design Quality Management Plan and Construction Quality 
Management Plan once accepted by the Authority will be maintained in the Library Section.  

 Review Comments - Used for Comments and Responses on submittals and other Contract 
Documents. The module enables staff to make comments, and managers to review and 
consolidate comments within Project-wide. 

 Submittal Packages - Used to list submittal packages based on specifications and the 
Work Breakdown Structure (WBS). The PCM is responsible for implementation and 
maintenance of all data in this module.  

 Submittals - Used to process and track all design and construction submittals. The PCM 
will be responsible for implementation and maintenance of all data in this module. A 
standard Submittal Transmittal Form and Log is to be used for the Project and included in 
Appendix G. 

Field Logs, including the following modules: 

 Field Engineer’s Daily Reports - Used to generate and track Field Engineer’s Daily 
Reports within CMS. The PCM will be responsible for use of this module to generate Daily 
Reports. A standard Field Engineer’s Daily Report Form is to be used and is included in 
Appendix G. 

 Materials - to be used by the PCM in the future to track the Authority purchased materials 
on D-B Contracts. 

 Quality - Used to generate and track Non-Conformance Reports within CMS including 
Quality and Safety Observation reports. Audit Reports are also maintained in this module. 

 Training - The PCM will provide training and support to the D-B Contractor’s staff and 
Authority’s staff on any applicable Project management software systems, as needed. 

4.2 Document Control System  

The PCM will be responsible for maintaining the Project document control system (at each 
Project office) in accordance with the Authority’s document filing structure. The document 
control system will include but may not be limited to the following information in the below 
sections.  
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4.3 Correspondence 

All aspects of contract administration will be substantiated by the Authority’s Record 
Management Policy and the records classifications that include RFIs, correspondence, 
transmittals, and written notes. The PCM will be responsible for documenting important 
communications with written notes covering conferences, e-mails, telephone calls, and 
discussions. These notes will include the Contract number, date, location, parties involved, and 
important aspects discussed. All important verbal communication will also be confirmed by letter 
from the PCM. All communication documents will be generated by CMS when an applicable 
module is available.  

In general, all documents will be filed under the relevant file number. It may be beneficial for 
tracking and retrieval purposes for additional copies to be filed in additional relevant files. For 
instance, copies of a letter from the D-B Contractor regarding a change order will be filed under 
Correspondence received from the D-B Contractor and in the relevant Change Order file. The 
correspondence file can be used as a “reading file” that can provide copies of documents to 
other files if they are lost.  

PCM will maintain hard copy files of the following original documents (but may not be limited to 
those only) in the Project office files: 

 Letters to and from the D-B Contractor and other third parties 

 Submittals received from D-B Contractor 

 D-B Contractor’s RFIs  

 RFC drawings-Full size 

 Other signed Agreements between the Authority and D-B Contractor  

4.3.1 Letters, Transmittals, and Memorandums 

As the on-site representative of the Authority, the PCM shall be responsible for all written 
communications, as delegated by the Authority, with the D-B Contractor. Therefore, the PCM 
will prepare and sign correspondence to the D-B Contractor (with consultation/concurrence with 
the Authority), as well as to other parties regarding the D-B Contract, except that the Authority 
will sign all letters related to changes, cost, schedule, directives and stop work orders. The PCM 
may sign letters for stop work orders in matters of immediate safety violations, i.e.-imminent 
danger conditions. 

Correspondence and other forms of communication between the PCM and the D-B Contractor 
constitute key documentation for each D-B Contract. It is important that such correspondence 
be properly identified, uniform in format, clear and concise. All such communication is to be kept 
in CMS Letters module using the Contract Letter Template. For all communication sent to the D-
B Contractor, each shall include the following; 

 Addressed to the proper parties, generally the responsible senior person, in block format 

 Consecutive serial numbers to include assigned documented numbers from the “Outgoing” 
correspondence logs.   

 The Subject to include the D-B Contract Number, Contract Title, and subject description. 
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 File copies shall to be prepared for the appropriate subject file, the chronological reading 
file, and originator’s file. 

In addition to letters, the PCM’s outgoing correspondence may include transmittals and inter-
office memorandums. All transmittals are to be created as part of the CMS communication 
system in the Transmittal module. Transmittals are used to send items not tracked in other 
modules of CMS to the D-B Contractor or Consultant. Inter-office memorandums are to be used 
only for the Authority’s internal correspondence and are not be provided for external use, such 
as to the D-B Contractor or a subcontractor. Refer to the sample letters, transmittals and inter-
office memorandums forms included in individual CMS modules and in Appendix G.  The 
Authority may modify their correspondence formats and all Authority staff and their consultants 
shall use the latest format versions when preparing and sending all correspondence to others 
on behalf of the Authority.   

Refer to the Authority’s Style & Branding Guide, which is listed in Appendix F for more details 
related to the preparation of all correspondence and documentation on each Project.  

4.3.2 Telephone Conversation and Email Correspondence  

The PCM will use CMS to create records of all significant telephone conversations pertinent to 
the D-B Contract. These conversation records will be summarized in the English language.  

All email pertinent to the Project will be saved and attached in Share Point, and will be logged 
into Correspondence Received. 

4.4 Construction Documentation  

The PCM is responsible for accumulating accurate and detailed documentation in support of the 
construction activities throughout the duration of the D-B Contract. The following sections 
provide guidelines to help the PCM in preparing the proper contract documentation. It is 
understood that the PCM is not providing 100 percent coverage of all work being performed by 
the D-B Contractor, but shall strive for a representative cross-section coverage of the field work 
and reporting on the most critical elements of the D-B Contract. 

4.4.1 Field Notebooks and Field Engineer Daily Reports 

PCM field engineers (FE) may use bound field notebooks to accumulate information and data in 
the field. Survey type field notebooks are preferred for this purpose. Ultimately, the information 
recorded in these notebooks is utilized to prepare the Field Engineer’s Daily Report and other 
reports; therefore, the notes must be recorded neatly, dated, signed, and in sufficient detail. 
PCM staff shall record only factual information and observations and must not include any 
hearsay or opinions. These field notebooks will be retained by the PCM and included as part of 
the Project record files. As an alternative, the FEs may use an electronic field notebook or 
laptop to record all field notes and prepare the FE Daily Reports, etc., if available. Furthermore, 
the PCM is encouraged to take daily photographs and/or videotaping of the site work activities 
along with any special site conditions encounter or observed, such as differing site conditions, 
changed conditions, safety or quality issues, etc., which will be included in the Project records, 
as needed.   
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The primary purpose of these FE Daily Reports is to provide a chronological history of events 
that occurred during the construction period. These reports will be considered as documents of 
record in possible future claim hearings or court cases, if needed. Further details for the 
requirements of these reports are described below and are also to be specified in the PCM 
Contract Management Manual. 

Each PCM field engineer (FE) will prepare a report of activities under his/her oversight 
responsibility each day, using the MS and is included in Appendix G This document must be 
prepared daily and due at COB for each day that it covers. This Daily Report is the primary 
historical record of the field work on the Project. It shall track the progress of a Project, account 
for work included on payment invoices, and guard against D-B Contractor claims and disputes. 
The Daily Report is completely filled out for every Contract calendar day worked by the PCM’s 
field staff. The Daily Report must include, but may not be limited to, the following information by 
shift: 

1. Weather Conditions 

2. Contract Day and Time 

3. Stationing and/or Location Description 

4. Labor/Equipment/Materials Description 

5. Daily Construction Progress related to Payment Milestones 

6. Name of D-B Contractor/Subcontractor performing Work 

7. Change Order Work Progress (including Time and Material items) 

8. Document all delays and any work related to D-B Contractor’s requests for change 

9. Tailgate meetings or other safety meetings held during each work shift 

10. Accidents/Incidents 

11. Safety Violations 

12. Identify Unsatisfactory Work 

13. Tests performed by D-B Contractor or PCM as observed 

14. Summary of Field Discussions with D-B Contractor’s personnel or others 

15. Visitors to Site 

16. Requests from D-B Contractor 

17. Identify new Work Started 

18. Identify Work Completed 

19. Progress Photos Taken 

20. Communication with Relevant Third Parties, Agencies, etc. 

It is the responsibility of the PCM or designee to verify that each FE makes a complete and 
accurate daily report of the work and all pertinent conditions. Each FE Daily Report shall be 
reviewed and signed by the PCM Design-Build Oversight Manager or designee on a daily basis 
and then uploaded into CMS.  
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Additional information regarding PCM Quality Assurance responsibilities are provided in 
Section 8, Quality Management. A standard Field Engineer’s Daily Report Form is to be used in 
CMS and is included in Appendix G. 

4.4.2 Project & Construction Management Consultant’s Daily Diary 

The PCM shall maintain a Daily Diary in order to keep track of details of the work not covered by 
routine reports and permit the PCM to recall them after some time has elapsed. The Daily Diary 
will contain a record of important items, issues, and routine matters when circumstances are 
unusual that may have a potential impact/bearing on the work progress, outcome or any other 
condition in the D-B Contract. Important verbal discussions and/or agreements or 
disagreements should be recorded to support the Authority’s position.  

The Daily Diary should include a brief description of the work performed, especially critical path 
work, and should be recorded so that the daily events can be related to the progress of 
construction. In addition, the following types of items should be included in detail: 

 Occurrences which involve present or potential differences with the D-B Contractor 

 The scope of D-B Contract 

 Responsibilities for performing particular work 

 Questions involving payment of work, etc.  

 Particular care should be taken to record and preserve information and evidence with 
respect to any matter that may become a basis for a claim.  

A standardized Daily Diary book (bound volume) which is typically used for construction record 
keeping with pre-printed pages for each calendar day should be used by the PCM. 

4.5 Progress Photographs 

When required by Contract Documents, the D-B Contractor shall record and submit digital 
images/video clips/photographs/aerial photographs reflecting one set of monthly progress, 
include photographs of all mitigation areas/sites and related activities, until the completion of 
work. The PCM will select the number and location of views to be taken and confirm that each 
photograph has a proper title block as well as an adequate description, including date, time, and 
direction of the view. Where practical, at least one overview photograph should be taken from 
the same location each month to show the D-B Contractor’s work progress. One set of monthly 
progress photographs are to be retained in the PCM’s office unless the Authority requests the 
photographs to be distributed otherwise. 

In addition to the D-B Contractor-supplied progress photographs, the PCM will obtain additional 
photographs depicting: 

 Any work progress overlooked in D-B Contractor-supplied photographs 

 Accidents or damages 

 Unsafe hazardous working conditions 

 Unusual construction techniques 
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 Areas or activities where claims and/or changes are anticipated, including equipment and 
nameplates of equipment that may be used for changed work. 

The PCM will prepare a Photograph Log of all Progress photographs and any other project 
photograph stored in SharePoint (SP) for easy tracking and retrieval as needed. Each 
photograph will use the standard title and description format as shown on the standard 
Photograph Form included in Appendix G. 

4.5.1 Pre-Construction Digital Images/Video Clips/Photographs 

Prior to the start of the D-B Contract construction work, the PCM will take pre-construction 
survey photographs of the entire site (as authorized by the Authority), or verify that the D-B 
Contractor has taken them as per the D-B Contract requirements, of the entire site, including all 
on-site environmental mitigation areas/sites, and adjacent properties to document the existing 
conditions. Where the D-B Contract includes existing facilities or structures adjacent to the work 
site that may be damaged by the construction operations, it may be necessary to use a video 
camera to provide a detailed visual record of existing conditions. 

When conducting the pre-construction survey, the PCM shall verify that the site coverage 
includes (but may not be limited to) the following: 

 Cover the entire work site thoroughly. Photographs and videos can become crucial to the 
equitable resolution of future claims and disputes with the D-B Contractor or adjacent 
property owners. 

 Pay particular attention to structures and residences, both on and adjacent to the site. If 
possible, take photographs of each wall then locate and measure any cracks or signs of 
existing damage in the walls and foundations of the buildings. 

 Mark all photographs with the date and time taken and a description that clearly identifies 
the location, circumstances, and existing conditions, if appropriate. 

 Include a soundtrack with all videos to identify the date, time, place and special 
circumstances, if any. 

 Use the pre-construction photographs to help determine the location and views for future 
progress photos. 

 Take more photographs than is considered necessary to cover the D-B Contract. The most 
unlikely areas often present the biggest problems at the end of the D-B Contract. 

 Maintain a photographic record of the conditions of the work site, from pre-construction 
through the completion of the D-B Contract. 
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4.6 Project & Construction Management Consultant’s Monthly Project Status 
Reports 

The PCM shall prepare and submit a Monthly Compliance Status Report and supporting data to 
the Authority Design and Construction Manager and the Authority Project Controls Manager no 
later than the tenth working day of each month following the report period. This report shall 
include an assessment of the level to which the D-B Contractor is in compliance to the 
engineering standards, schedule compliance, quality of materials and work, safety and security, 
any other contractual related issues from the prior month and significant work anticipated in the 
coming month. The report shall also, include a summary of the Project’s financial status. 

The PCM shall include a supplemental narrative with the reports identifying any potential issues 
that may impact or conflict with any of the Project progress. The types of subjects to be 
addressed in the monthly report may include (but not limited to) the following: 

1. General Summary 

2. Project Key Dates 

3. Safety and Security 

4. Environmental Compliance and Permits Status 

5. Technical/Design Status 

6. Verification, Validation & Self-Certification 

7. Third Party and Utility Agreements Status 

8. Schedule status including contract milestones, current CPM schedule, the CPMs 
forecast, and actual milestones assessment 

9. Physical percent complete assessment/ Contractor efficiency 

10. Monthly Progress Chart 

11. Field Construction Activities and Photographs 

12. Schedule and recovery, if required 

13. Project Financial Status 

14. Risk Assessment 

15. ROW and D-B Contractor Site Access 

16. Summary Status of Authority Directed Changes/Contractor’s Change Notices/Executed 
Change Orders 

17. Claims and Disputes 

18. Significant Correspondence Status 

19. Partnering activities 

20. Labor and Small Business Compliance 

21. Public Involvement/Outreach and Issues 

22. List of Open Issues  

23. Miscellaneous Items 
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The PCM Monthly Compliance Status Report shall include a Monthly Progress Chart showing 
the cumulative expected percent complete over the duration of the D-B Contract verses the 
plotted cumulative actual percent complete. The chart shall be maintained monthly using data 
from the Contractor’s approved Baseline Schedule. 

In addition, the PCM will submit a Monthly Status Summary Report and Performance Metrics by 
the 15th of each month to the Authority Chief Engineer or designee, Authority Director of Design 
and Construction, Authority Project Director, Authority Project Manager, and the Authority 
Design and Construction Manager.  These reports are for the Authority Board’s Finance and 
Audit (F&A) Committee and will provide a short summary of the project progress from the end of 
the previous month through the end of the current reporting month, which will include the 
following: 

 Contractual Milestones 

 Project Financial Status 

 Scheduled Activities planned and ongoing for the next six months 

 Key Work Accomplished for the period 

 Supplemental information as requested 

 Performance Metrics on Safety, Cost, Schedule, Quality, and Economic Benefits 

Content of reports should be agreed to by the Design and Construction Manager prior to the 
final drafts being sent to the Chief Engineer. Prior to final drafts, draft reports should be sent to 
the Chief Engineer’s designee for review. 

The data date for these reports shall be the calendar month end date and they will be for the 
board meeting in the second month after (e.g. Data Date – Aug 31, 2016 Board meeting – 
October 2016).  When submitted electronically, the file names shall contain the report name 
along with the data date (e.g. CP 1 Monthly Status Report Aug 31 2016 and CP 1 Performance 
Metrics Aug 31 2016). 

Any performance metrics that fall into the red or yellow range in performance will need to 
include a “Reason” for the lower performance and “Mitigation/Improvements” planned to be 
implemented to recover.  Longer term metrics such as small business goals may require the 
development and reporting against interim goals. 

Refer to Appendix G for sample reporting formats for the PCM's Monthly Project Status Report 
(Sample, Finance & Audit Committee Finance & Audit Committee Monthly Status Summary 
(Sample), and Finance & Audit Committee Finance & Audit Committee Monthly Performance 
Metrics-sample.  
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4.7 CP#__ Weekly Executive Summary Report 

The PCM shall prepare and submit a CP # Weekly Executive Summary Report to the Authority 
Design and Construction Manager no later than the Close of Business on the following Tuesday 
of the reporting week. Upon the Design and Construction Manager’s review and concurrence, 
the weekly report will be distributed to the Chief Engineer, Project Director, Project Manager and 
other appropriate Authority staff in Sacramento for their information and use.  This summary 
level report will provide a quick update of the design and construction work being performed 
during the reporting week for each CP contract for the pertinent Authority staff in Sacramento to 
use for communicating with other Authority staff, governmental agencies and other third parties, 
as needed.  

The CP# Weekly Executive Summary Report shall be a clear and concise summary report of 
the actual design and construction work performed by the D-B contractor during each work 
week, starting from Saturday, and ending on the following Friday, for the duration of the 
Contract. All reported design and construction activities shall include the work progress on all 
major structures and facilities.  Each weekly summary report will consist of a maximum of two 
(2) pages in the requested format. This report is not intended to be a status report or to discuss 
problems and resolutions as this type of information is covered in other reports/forms. This 
executive summary may be part of a more extensive weekly report used at the project level if 
desired, but only this portion of the report needs to be submitted to the Sacramento staff. 

A CP# Weekly Executive Report sample is included in Appendix G for use on the Project.  



Draft PCMM-Rev2 Approved Rev. 2California High-Speed Rail Authority 

Page 5-1 of 9 
Project & Construction Management Manual 

(For Design-Build Contracts)(For Design-Build Contracts) 
5 Design-Build Contract Submittals 

5 DESIGN-BUILD CONTRACT SUBMITTALS 

5.1 General 

D-B Contract Submittals are any design or construction related deliverable or information 
provided by the D-B Contractor for the Authority’s review as required by the Contract 
Documents. Submittals typically, include the following:  

1. Design drawings with environmental compliance reports 

2. Construction drawings and specifications 

3. Design reports  

4. Management plans and procedures  

5. Schedules  

6. Training records  

7. Data sheets  

8. Shop drawings 

9. As-built drawings 

10. Product data  

11. Catalog cuts  

12. Manufacturer’s standard drawings and details  

13. Fabricator’s detailing  

14. Working drawings  

15. Samples  

16. Other reports  

17. Equipment performance characteristics   

18. Other items as specified in the contract documents 

19. Design Changes 

Where required for submission, working or shop drawings shall be submitted by the D-B 
Contractor to indicate means and methods of construction and design, and describe temporary 
work including sheeting, shoring, underpinning, cofferdams, and temporary construction loads. 

Samples shall be submitted by the D-B Contractor to indicate conformance with descriptions of 
finishes or to provide a selection for the final choice of the designer. 

All contract submittals will be processed by the PCM. All submittals received in Portable 
Document Format (PDF) from the D-B Contractor shall be in a searchable format via optical 
character recognition (OCR) as specified in the D-B Contract Documents for full editing and 
search capacities of these deliverables in the future.  
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There are three main types of required D-B Contractor submittals to be submitted to the PCM 
and the Authority as follows: 

 Technical Contract Submittals for design and construction work shall be independently 
reviewed and certified by the D-B Contractor’s Quality Manager that the submittal is 
complete and in full compliance with the contract requirements and when required by the -B 
Contract, the Contractor’s Independent Checking Engineer/Independent Site Engineer 
(ICE/ISE) shall independently conduct its assessment and evaluation such that the ICE/ISE 
shall certify to the Authority and to the D-B Contractor that the final design and construction 
satisfies the contract requirements in accordance with the Verification, Validation and Self-
Certification requirements (V & V/SC) prior to being submitted to the PCM.  These 
submittals shall be reviewed per the Due Diligence Check (DDC) procedure by the PCM and 
the HSR Engineering group, and are subject to Statement of No Objection (SONO) per 
contract requirements. When the Authority confirms that the submittal will be issued a 
SONO, the PCM will return it with a “SONO” review status to the D-B Contractor. Refer to 
Section 6, Verification, Validation, and Self-Certification and related Submittal Review - 
Technical Contract Submittals-SONO Process Flowchart included in Appendix E for more 
details of the related submittal review process and responsibilities. (SONO w/comments and 
SOO-Statement of Objection are also possible responses.) 

If the ICE is hired by the PCM, then the PCM’s ICE shall provide a full independent check, 
design calculations (if required), and certifications of the Technical Contract Submittals on 
behalf of the Authority as described in the applicable PCM’s Contract after the submittal has 
been submitted by the D-B Contractor.   

 Other Technical and Non-Technical Contract submittals, such as the Baseline Design 
Report, Baseline Schedule and Ready for Construction (RFC) drawings, Monthly Payment 
Invoices, and Safety/Security Certificate of conformance packages, which require Approval 
by the Authority, shall be submitted to the PCM and the PCM will forward each submittal to 
the appropriate Authority groups, as required for review and approval, after completion of 
the DDC, if applicable. Upon the Authority’s approval, the PCM will return the submittal with 
the “approval” review status to the D-B Contractor. Refer to the Submittal Review - 
Technical Contract Submittals-Approval Process Flowcharts included in Appendix E for 
more details of the review process.  

If the ICE is hired by the PCM, then the PCM’s ICE shall provide a full independent check, 
design calculations (if required), and certifications of the Technical Contract Submittals on 
behalf of the Authority as described in the applicable PCM’s Contract after the submittal has 
been submitted by the D-B Contractor.   

 For Contractor submittals required to be submitted for information, such as Monthly Reports 
for Safety/Security compliance, and for Environmental compliance, these submittals shall be 
reviewed by the PCM, Authority and these reviewers may or may not forward any comments 
to the PCM to transmit to the D-B Contractor. Refer to the Submittal Review - Information 
Flowchart included in Appendix E for more details. 

All contract submittals shall be submitted and processed through Contract Management System 
(CMS), which is described in the following subsections.  
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The D-B Contractor is required to prepare and submit a complete list of all required contract 
submittals. The PCM shall use this document to manage the review program for all submittals, 
including design submittals, construction submittals, shop and working drawings, catalog cuts, 
samples, management plans, etc. This submittal list shall include a description of the scope of 
work for each submittal and keyed to the applicable Specification sections. 

For Design-Build Contracts, many traditional construction phase submittals (shop drawings, 
product data, construction support and sequences, etc.) will be reviewed and approved by the 
Contractor’s Designer of Record while final design development, safety, quality, environmental 
and other technical submittals will require review by the Authority. In addition, when specified in 
the Contract Documents construction phase submittals to be submitted for review by the 
Authority, these submittals shall be checked by the PCM to confirm that they are appropriate for 
further review by the Authority.  Refer to the Technical Contract Submittal List and V & V 
requirements in the Contract Documents for further details. 

Furthermore, at the beginning of the D-B Contract, the PCM shall prepare a separate list of the 
required contract submittals as specified in the D-B Contract Documents, which can be 
compared to the Contract Data Requirements List (CDRL) provided by the Authority and the 
Contractor’s Submittal list. A final CDRL will be agreed to between the D-B Contractor and the 
PCM and then the PCM will maintain and update the CDRL throughout the D-B Contract as 
required. This CDRL may be used by the PCM to review/check and verify that the D-B 
Contractor’s required contract submittals list (when submitted as required in the contract 
documents) is complet, accurate and up to date. 

All submittals shall be tracked using the CMS module for submittals. The PCM shall be 
responsible for verifying the data in the module is filled-out and updated as items are reviewed. 

5.2 Receipt of Submittals 

The PCM will review each D-B Contractor submittal for completeness prior to further review by 
the ICE/ISE, and/or the Authority, (as applicable) which shall include (but may not be limited to) 
the following requirements: 

 Each submittal shall be accompanied by a D-B Contractor’s transmittal, which is to be 
numbered consecutively. The D-B Contractor’s transmittal shall include the date, Contract 
number, control number, specification reference, number of copies, and a description of the 
submittal. This will reduce any confusion in the event that the submittal and transmittal letter 
are separated in transfer.  

In addition, the D-B Contractor’s transmittal shall clearly and completely describe any 
variation from the contract requirements. It should also note any variations on the drawings, 
if applicable.  

 Each submittal shall include a signed certification letter by the D-B Contractor’s Quality 
Manager verifying that each submittal is complete and in full compliance with the contract 
requirements. 

 All D-B Contractor’s shop and working drawings submitted for Approval/SONO shall bear 
the D-B Contractor’s stamp of approval as evidence of checking and coordination with the 
work of all trades involved. In addition, the D-B Contractor’s shop/working drawings and 
calculations shall bear the seal of a Professional Engineer or Architect, registered in the 
State of California. 
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5.3 Processing Submittals by the Project & Construction Management 
Consultant 

Upon initial review of the D-B Contractor’s submittal as indicated in the above section, the PCM 
shall perform an “administrative check” including the following: 

 Confirm that the submittal is complete-checking against the submittal list and verifying each 
submittal has been submitted for Approval, SONO or information as specified in the D-B 
Contract Documents. In addition, each submittal shall have an assigned control number by 
using the specification number and a unique control number.  

 Record the submittal information in the Submittal Log for tracking purposes 

 Review the submittal for “administrative completeness” and general conformance with the 
contract requirements and, if satisfied, PCM shall forward the submittal package with their 
review comments and the D-B Contractor’s submittal to the lead reviewer, ICE/ISE (if 
applicable) and other reviewers, as needed, via CMS 

 Depending on the type of contract submittal, the PCM may refer to Section 6.3, Project & 
Construction Management Consultant’s Oversight Responsibilities and in other applicable 
Contract Documents including in the V & V/Self-Certification requirements, in the Scope of 
Work, and in the Standard Specifications for additional administrative checks requirements 
to be performed by the PCM  

When the D-B Contract Specifications require the D-B Contractor to submit shop drawings, 
material samples, material sources, test procedures and construction procedures to the 
Authority, the PCM shall process the submittal in accordance with the Technical Contract 
Submittals review process, unless specified otherwise in the Contract Documents.  

5.4 Distribution of Reviewed Submittals 

Upon review, when a review disposition of “SONO” or “SONO with comments” or “Approved” or 
“Approved with comments” is issued and re-submittal is not required, the PCM will retain an 
electronic copy of the submittal documents within CMS. The PCM will record and track all 
review comments returned to the D-B Contractor and record when and how each one was 
closed out.  

For submittals impacted by third parties and any other agencies, the D-B Contractor will transmit 
to the PCM, a copy of each submittal that has been submitted to each third party and/or agency. 
The PCM will verify that all utility companies, local or state agencies, and any other third parties 
involved with the Project have had an opportunity to review, comment and approve each of 
these submittals.  

5.5 Submittal Logs 

The PCM will prepare and maintain the Submittal Log as described in Section 4, 
Communication, Documentation, and Reports in CMS, which will include the following: 

 Incoming submittals from D-B Contractor (Received) 

 Internal submittals to the Authority and PCM (Sent) 

 Internal submittals from the Authority and PCM (Return) 



Draft PCMM-Rev2 Approved Rev. 2California High-Speed Rail Authority 

Page 5-5 of 9 
Project & Construction Management Manual 

(For Design-Build Contracts)(For Design-Build Contracts) 
5 Design-Build Contract Submittals 

 Outgoing submittals to the D-B Contractor (Forward) 

The PCM will prepare and maintain this log to confirm that the processing of the submittals, 
including agency and other third party submittals, are in accordance with the contract 
requirements and the reviews by the Authority are efficient and timely so as not to adversely 
impact the D-B Contractor’s operations. The CMS database will generate a report of all 
outstanding submittals. This log will be discussed and updated at the D-B Contractor 
coordination/progress meetings. Submittal Logs between the PCM and the D-B Contractor shall 
be conformed at least weekly. The D-B Contractor is required to prepare and submit a complete 
list of all required contract submittals and updated as needed. The PCM shall use this document 
to manage the review program for all submittals, including design submittals, construction 
submittals, shop and working drawings, catalog cuts, samples, management plans, etc. This 
submittal list shall include a summary of the scope of work for each submittal keyed to the 
applicable Specification sections. 

Refer to the standard Submittal Log which is included in Appendix G and is to be used on the 
Project. 

5.6 Temporary Support Design and Other Drawings 

All temporary support design drawings, working drawings and shop drawings submittals shall be 
certified by the D-B Contractor and when required by the D-B Contract, shall be independently 
reviewed and certified by the D-B Contractor’s Designer of Record or ICE/ISE as applicable in 
the V & V requirements or other D-B Contract Documents. In addition, if required by the D-B 
Contract or as requested by the Authority, the D-B Contractor’s temporary support design 
drawings may be submitted to the PCM or to the PCM’s ICE/ISE (when applicable), for their 
project level due diligence review (similarly to the other technical contract submittals). This due 
diligence check will confirm that the basic design is in accordance with the established design 
criteria and that the assumptions used are valid and recommendations of soil reports have been 
considered, among other factors. If satisfactory, the PCM will issue a SONO to the D-B 
Contractor. If unsatisfactory, a Statement of Objection with comments (SOO) may be issued for 
the PCM to return to the D-B Contractor.   

Other Temporary Works design submittals, as specified in the Standard and Special 
Specifications, may be submitted to the PCM for information only and for PCM use in their field 
monitoring activities. 

5.7 Utility/Third Party Drawings 

All utility/third party facility design submittals will be reviewed and SONO only if they are located 
within the Authority’s Right of Way (ROW) as specified on the ROW drawings. Most Ready for 
Construction (RFC) drawings require the utility or other third party approvals prior to issuance of 
a work permit and approvals of D-B Contractor’s shop drawings and material submittals are, 
typically required by the utility or third party prior to construction. Therefore, the D-B Contractor’s 
RFC and shop drawings shall provide sufficient information to obtain these utility/third party 
approvals. Upon obtaining these approvals and full compliance with V & V/Self Certification 
requirements, the D-B Contractor shall transmit each submittal to the PCM for review by the 
PCM and the Authority, similar to other Technical Contract Submittals.  
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As the design advances for the utility/third party relocation work, the D-B Contractor shall 
transmit/submit the submittals to the third party entities directly (as part of the D-B Contractor’s 
coordination requirements). Concurrently, the D-B Contractor will submit these submittals to the 
PCM and the PCM will track the review process/durations of each submittal to avoid potential 
delay claims caused by any third parties. The third party agreements may vary depending on 
the terms of the cooperative agreement between the Authority and each third party. The PCM 
will become familiar with each third party agreement and the scope of each task order. Refer to 
Section 7, Interface Management and Coordination for more details of these requirements. 

The D-B Contract Documents may include the construction of new or additional work to any 
third party systems, which are or will become the property of utilities or public agencies. The 
drawings and documents associated with this work may not be maintained in the same manner 
as those of facilities to be owned and operated by the Authority; therefore, different procedures 
for submittal and maintenance of As-Built drawings may be followed as required by each 
specific utility service or agency. The PCM should remind the D-B Contractor that at any time 
after acceptance of the installation and prior to D-B Contract close-out, the record drawings of 
utilities construction or other third party work should be forwarded to the applicable future owner 
by transmittal letter, with a copy to the PCM, which is typically required by the conditions of the 
construction permits issued by the respective utility owners.  

D-B Contractor submittals for utility/third party construction work shall receive approval by the 
agency that will assume ownership upon completion. D-B Contractor submittals concerning 
these facilities (within the ROW) shall be processed as all other submittals except each of these 
submittals shall be forwarded directly by transmittal letter to the utility company/agency from the 
D-B Contractor for review and approval. 

When the reviewed submittal is returned by the Utility company/agency with the review stamp 
“Approved for Construction” and signed, the D-B Contractor shall transmit each approved 
submittal to the PCM as specified in the Contract Documents. However, in many cases, the 
third party agreements may not require a stamp of Approval from the Third party. Therefore, no 
response will act as an approval as provided for in the specific agreement. The PCM will 
coordinate with the D-B Contractor and each third party as needed to monitor and verify that 
these submittals are reviewed and approved in a timely manner. If not, the PCM shall notify the 
Authority for direction and/or further actions to be taken to resolve any issues, etc. to facilitate 
the work progress and submittal approvals. Refer to the Submittal Review - Third Parties 
Flowchart included in Appendix E for more details. 

5.8 Design Changes/Variances 

For any design changes/variances requests (DVR), which are typically identified by the D-B 
Contractor or third party designers, during the development of final design, the D-B Contractor is 
required to follow the requirements of the Design Variance Request Process procedure, as 
specified in the D-B Contract Documents (in Book 3), to verify proper management of all 
deviations from the prescribed design criteria, Technical Memoranda, and all applicable design 
standards, etc. In addition, these design changes/variances will be processed, reviewed, and 
approved/rejected in accordance with the current Engineering and Construction Design 
Variance Internal Procedure, which is available in SP.  This procedure describes each of the 
actions and responsiblities to be followed for processing of each submitted DVRs. 

Each DVR shall be submitted to the PCM, on the standard DVR form provided by the Authority.  
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The PCM Engineering Manager reviews each submitted DVR for completeness and accuracy 
and provides input to the PCM Design-Build Oversight Manager for approporiate actions, 
reviews, and processing of these DVRs.  PCM Design-Build Oversight Manager briefs and 
provides recommendations to the Authority Design and Construction Manager on each 
submitted DVR, as needed. The DVR will be transmitted to pertinent Authority groups reviewers 
as indicated in the Engineering and Construction Design Variance Internal Procedure. The HSR 
Engineering group will review all DVRs and will convene regular DVR evaluation meetings, as 
needed, to determine if the DVR will be an advisory or mandatory DVR, and for subsequent 
discussion and actions for approving or rejecting the DVRs.  Each approved DVR will be 
evaluated by the PCM for any cost and schedule impacts and the Authority will determine if it 
will result in a no cost or schedule change, or a Value Engineering Proposal or a Change order 
to the Contract. 

In addition, the DVR will be reviewed by the Authority’s environmental staff for consistency with 
the approved environmental documents.  Any design that is not consistent with the Project, as 
approved  in the ROD, will require additional environmental review and documentation 
(consistent with NEPA and CEQA guidelines and regulations), including the necessary 
justification to the FRA, if applicable.  The D-B Contractor will submit the required environmental 
compliance reports, any required supplemental documentation and justification for the FRA’s 
and the Authority’s review. 

Those changes that are minor in nature and do not require circulation will be documented on a 
memo to file, which will be copied to the FRA for concurrence and the design process will 
continue. Those changes, which require a supplemental EIR/S, require FRA’s review and 
concurrence prior to implementation. 

Also, refer to the Engineering and Construction Design Variance Internal Procedure for more 
details related to this review and approal process, which is listed in Appendix D.  The standard 
Design Variance Request Form is included in Appendix G and will be used on the Project. 

5.9 California Public Utilities Commission (CPUC) Applications 

In accordance with the D-B Contract general provisions, the D-B Contractor shall obtain a 
CPUC General Order (GO) authorizing grade separation of railroad (RR) before any grade 
separation is constructed.  In order to obtain the GO at each RR grade separation or RR 
crossing, the D-B Contractor is required to prepare and submit a CPUC Application standard 
form, on the Authority’s behalf, to the CPUC for their approval.  Prior to submitting each 
Application form to the CPUC, each Application form must be reviewed, approved and signed 
by the Authority, as the Owner and rail service operator.   

A standard review and approval procedure has been developed and implemented to provide 
guidelines to the Authority staff and PCM, related to the submitting, reviewing, approving, 
signing off, documenting, and tracking of each draft and final CPUC Application form submitted 
by the D-B Contractor, which will provide uniformity, consistency and timely processing of each 
submitted application form on all D-B Contracts on the High-Speed Rail Program.   
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This procedure is outlined in the following steps: 

1. First, the D-B Contractor will coordinate with the CPUC Rail Crossings and Engineering 

Section (RCEB) and arrange a field diagnostic meeting with all interested parties 

(including relevant rail organizations, roadway authority, CHSR Authority, PCM, and 

RCEB staff, and any others) to discuss the proposed RR grade separation or proposed 

RR crossing modifications and identify any other matters to be addressed for this 

proposed construction work.   

2. The D-B Contractor will update the current design drawings and other pertinent 

documents based on the reviews and comments provided by interested parties during 

the diagnostic meeting and obtain written concurrence from the rail organization(s) 

and/or roadway authority with jurisdiction at each RR crossing location.  

3. The D-B Contractor will prepare a draft CPUC Application standard form (as required by 

the CPUC), including all relevant supporting documentation, for preliminary review by 

the CPUC.  It is anticipated that the D-B Contractor will submit the draft CPUC 

Application for each RR grade separation or RR crossing at about the 60% level design 

submittal stage.  There are two types of CPUC Application forms, which may be 

submitted, which includes the following; (1) GO88B-Short form (SF) will be used where 

any proposed modifications are to be constructed at an existing RR grade 

separation/RR crossing whereby, all interested parties agree to these modifications or 

(2) Long Form (LF) will be used where any proposed new RR grade separation/RR 

crossing is to be constructed or if any party(ies) objects to the proposed modifications to 

any existing RR grade separation/RR crossing.  

4. Upon the CPUC’s preliminary concurrence, the D-B Contractor will submit this draft 

application form to the Authority for their review and approval, prior to the Final 

Application form being submitted to the CPUC.   

5. The PCM Document Control person will log in the draft CPUC Application form received 

from the D-B Contractor in SharePoint (SP) and distributes this draft document to the 

Authority Design and Construction Manager (ADCM), PCM Design-Build Oversight 

Manager, PCM Railroad Coordinator (RRC), Authority Railroad Contract Manager 

(ARRCM), Authority’s Legal Division (ALD), and the Authority Director of Operation and 

Maintenance (ADOM).  All reviewers will concurrently review the draft documents for 

completeness and accuracy and forward any review comments to the RRC within 

seven (7) calendar days of receipt. Since time is essential, if no response is received 

from any of the reviewers within this seven (7) days period, the RRC will continue to 

process the draft application to the next step.  

6. The RRC will review and collate all comments received from the reviewers and return 

all Authority review comments to the D-B Contractor for incorporation and resubmittal of 

the CPUC application.  

7. Upon review of the draft Application form, if there are no review comments from the 

Authority reviewers and it is acceptable as submitted, then the PCM will notify the D-B 

Contractor, in writing, that the application is acceptable and the D-B Contractor shall 

submit a Final CPUC Application form for final approval and signoff by the Authority. 

8. Upon review of the draft Application form, if there are review comments from the 

Authority reviewers, then the PCM will transmit all comments to the D-B Contractor to 

address and resolve each.   
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9. The D-B Contractor will revise and resubmit the Final CPUC Application form to the 

Authority along with a comment disposition status and an explanation of how each 

comment was addressed and has been closed out. 

10. The revised CPUC Application will be logged into SP by the PCM and forwarded to the 

RRC for review to verify that all comments have be addressed and closed out.  

11. If the revised application form has addressed all comments adequately and no 

additional review comments have been made by the RRC, and the application form is 

acceptable as submitted, the RRC will notify the D-B Contractor, in writing that the 

application is acceptable.   

12. The D-B Contractor shall submit a final CPUC Application to the Authority for final 

approval and signoff by the Authority. This final application form must be signed by the 

applicable roadway authority(ies) and/or rail organization(s) prior to submitting it to the 

Authority. 

13. Upon receipt of the final CPUC of the Final Application form from the D-B Contractor, 

the PCM Document Control person will again, log it into SP as the Final Application 

form and distributes it to the Authority Design and Construction Manager, PCM D-B 

Oversight Manager and the RRC for concurrent final review.  

14. Upon their concurrence, the RRC will upload the Final Application form and all related 

documents into SP for final approval by the Authority reviewers and sign-off.  

15. The final review/approval will proceed in SP, sequentially from the Authority RR 

Contract Manager, to Authority Legal Division and lastly to the ADOM. Upon final 

approval by the ADOM, the ADOM will print out all of the Application form documents 

and sign this document (wet signature) on behalf of the Authority.  The ADOM will, then, 

upload the signed final documents into SP as a PDF document and notifies the RCC 

that these signed final documents are available in SP.  The ADOM will file the original 

signature documents in the Authority’s file records. 

16. In SP, there will be an automatic SP notification for each reviewer to complete their 

review/approval and subsequent notification will be given to the next reviewer to 

review/approve these documents.  Also, the ADOM and RRC will receive all SP 

workflow notifications during this review/approval process for tracking the progress of 

each application.   

17. The RRC will retrieve the signed Final CPUC Application documents in SP and perform 

an administrative check of the signed final documents.  Upon RRC concurrence, the 

PCM will transmit these Final Application documents to the D-B Contractor. 

18. The D-B Contractor will submit this signed final Application form to the CPUC for their 

review and approval. 

19. Upon CPUC’s approval, they will mail a copy of the Certificate of Service and DVD 

Copy to the ADOM and the Authority’s Regional Director.  Also, the CPUC will email a 

copy of the Certificate of Service to the RRC and notifies the D-B Contractor of the 

approval of this Application. 

20. The ADOM will upload the Certificate of Service and DVD copy into SP and files the 

hard copy documents into the Authority’s records. 

Refer to the CPUC Application Process Flowchart, which is included in Appendix E for more 
details related to the Authority’s review and approval process. 
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6 VERIFICATION, VALIDATION, AND SELF-CERTIFICATION 

The Verification and Validation and Self-Certification by the D-B Contractor (V&V/SC) and the 
Independent Verification and Validation (IV&V) performed by the ICE/ISE is a critical component 
of the overall California High-Speed Rail Program delivery for the Project. The V&V/SC and 
IV&V processes will demonstrate by objective evidence that each of the D-B Contractor’s 
Technical Contract Submittals complies with all of the Technical and Contractual requirements 
as specified in the Contract Documents. This section outlines the main responsibilities and 
duties of the key parties and their activities during the V&V/SC and IV&V review process as 
required in the Contract Documents.   

All Technical Contract Submittals shall be reviewed through the V&V/SC and IV&V processes 
which includes (but may not be limited to) the following types of submittals: 

 Preliminary and Final Baseline Design Reports  

 60 percent Design, 90 percent Design and specifications any other Design Submittals 

 Ready for Construction (RFC) drawings  

 Construction-related Submittals  

 Inspection Test Plans, procedures, and reports 

 Shop and Working drawings 

 Materials and Products 

 Test/Acceptance Plans, procedures and reports 

 Design changes/Variances 

 As-built drawings and specifications 

6.1 Design-Build Contractor’s Technical Submittal Responsibilities 

The D-B Contractor shall develop and submit their Draft and Final V&V Plan to the PCM for 
review and SONO by the Authority or designee as specified in the Contract Documents. The 
V&V Plan shall describe how the D-B Contractor will meet each Technical requirement 
throughout the final design, construction and testing phases of the Contract. This Plan shall 
obtain a SONO from the Authority prior to the D-B Contractor submitting any Technical Contract 
submittals to the PCM. 

The D-B Contractor is required to completely review, perform QC/QA checks, and self-certify 
each Technical Contract submittal for compliance with all Technical and Contractual 
requirements and fitness for purpose. In addition, the D-B Contractor’s Quality Manager will 
perform an independent review of each Contract submittal and shall verify that each submittal is 
complete and in full compliance with the Contract requirements. The Quality Manager shall 
provide a signed certification letter attesting to this verification, which is required to be included 
with each submittal. (This certification is separate and independent of the V&V/SC process by 
the D-B Contractor.) 
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The D-B Contractor will provide the following documents to be included with each technical 
submittal at the completion of the V&V/SC process: 

 D-B Contractor’s Technical Contract Submittal 

 Requirements Verification and Traceability Matrix (RVTM) 

 Certifiable Items List (CIL) 

 Verification and Validation reports 

 Quality Manager’s certification letter  

The D-B Contractor will submit each Technical Contract submittal and the above listed 
documents to their ICE/ISE for their IV&V review, assessment and evaluation, when required in 
the D-B Contract Documents. 

6.2 Independent Checking Engineer/Independent Site Engineer Review 
Responsibilities  

A. For Contracts where the ICE/ISE is contracted by the D-B Contractor, the following 
shall apply; 

The D-B Contractor is responsible to retain the services of a qualified ICE/ISE consulting firm to 
perform the independent verification and validation for the duration of the Contract. The ICE/ISE 
shall directly report to both, the Authority’s representative and a senior management or similar 
level of the D-B Contractor’s organization, which is not directly responsible for the 
engineering/design, construction, or testing activities.  

The ICE/ISE shall prepare and submit a Draft and Final Assessment Plan (AP) to the PCM for 
review and SONO by the Authority in accordance with the D-B Contract Documents. The AP 
shall describe the ICE/ISE’s deliverables and activities to be performed in their IV&V checks and 
evaluations, etc. for each Technical Contract submittal. In addition, a responsibilities assignment 
matrix, tools and methods used, stakeholder coordination efforts and metrics used to measure 
and report progress will be included in the AP. This Plan shall receive a SONO by the Authority 
prior to the D-B Contractor submitting any Technical submittals to the PCM. 

The ICE/ISE will perform a full independent review, assessment and evaluation of each 
Technical Contract submittal from the D-B Contractor to determine if the final design and 
construction work is in compliance with the Technical and contractual requirements. The 
ICE/ISE checks shall include (but may not be limited to) the following: 

 Section references provided in the RVTM and CIL demonstrate compliance to the Technical 
Contract Requirements (TCR) and the D-B Contractor’s Quality Manual (CQM) 

 Derived and apportioned requirements conform to the Technical Contract Requirements 

 All Final Design submittal documents including drawings and specifications, reports, 
analyses, etc. conform to the TCR and CQM 

 RFC drawings  and specifications confirm to the final design drawings and specifications  

 All construction items conform to the RFC drawings and specifications 

 As-built drawings  and specifications conform to the construction items  
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 Inspection Test Plans, procedures, and reports comply with the TCR  

 Test and Acceptance Plans, procedures, and reports comply with the TCR  

 Design Changes/Variance 

The ICE shall perform independent structural analytical calculations for 100 percent of the 
Contract structural members to verify structural adequacy and integrity. The ICE shall sign and 
seal their independent structural calculations. 

Upon completion of the ICE/ISE’s assessment and evaluation of each submittal, the ICE/ISE will 
issue an assessment report to the PCM and to the D-B Contractor via CMS. Furthermore, if the 
submittal complies with the Contract Documents, the ICE/ISE will issue a written certification 
directly to both, the PCM and the D-B Contractor that the final design and/or construction 
complies with the Contract requirements. The ICE/ISE shall provide the following deliverables 
for each Technical Contract submittal: 

 Assessment Report 

 Compliance Certificate (when applicable) 

 Independent Structural calculations with California Professional Engineer’s signature and 
seal for structural design elements  

If the ICE/ISE cannot certify the submittal, it will be returned to the D-B Contractor with the 
ICE/ISE’s assessment report and their review comments, which must be fully addressed and 
resolved by the D-B Contractor prior to resubmitting it to the ICE/ISE.  In addition, the ICE/ISE 
shall submit the assessment report with their review comments to the PCM for the Authority’s 
information and use. 

The ICE/ISE is responsible to check and verify that the design and construction elements 
comply with the Contract requirements, including the Reliability, Availability, Maintainability, and 
Safety Program requirements as specified in the D-B Contract. 

The ICE/ISE shall submit the Monthly Progress and Status Reports and the Quarterly Progress 
and Status Reports as specified in the D-B Contract Documents to the PCM for the Authority’s 
review and comments. 

B. For Contracts where the ICE/ISE is contracted by the PCM, the following shall apply: 

The PCM is responsible to retain the services of a qualified ICE/ISE consulting firm to perform 
the independent verification and validation for the duration of the Contract. The ICE/ISE shall 
directly report to both, the PCM’s Design-Build Oversight Manager and the Authority Design and 
Construction Manager.  

The ICE/ISE shall prepare and submit an ICE/ISE Management Plan (MP) to the PCM for 
review and approval by the Authority in accordance with the PCM Contract requirements. The 
MP shall describe the ICE/ISE’s deliverables and activities to be performed in their IV&V checks 
and evaluations, etc. for each Technical Contract submittal. In addition, a responsibilities 
assignment matrix, tools and methods used, stakeholder coordination efforts and metrics used 
to measure and report progress will be included in the MP. The MP shall obtain an approval 
from the Authority prior to performing any technical review of any of the D-B Contractor’s 
submittals. 
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The ICE/ISE will perform a full independent check, assessment and evaluation of each 
Technical Contract submittal from the D-B Contractor to determine if the final design and 
construction work is in compliance with the Technical and contractual requirements. The 
ICE/ISE checks shall include (but may not be limited to) the following: 

 Section references provided in the RVTM and CIL demonstrate compliance to the Technical 
Contract Requirements (TCR) and the D-B Contractor’s Quality Manual (CQM) 

 Derived and apportioned requirements conform to the Technical Contract Requirements 

 All Final Design submittal documents including drawings and specifications, reports, 
analyses, etc. conform to the TCR and CQM 

 RFC drawings  and specifications confirm to the final design drawings and specifications  

 All construction items conform to the RFC drawings and specifications 

 As-built drawings  and specifications conform to the construction items  

 Inspection Test Plans, procedures, and reports comply with the TCR  

 Test and Acceptance Plans, procedures, and reports comply with the TCR 

 Changes and Design Variances  

Furthermore, the ICE shall perform independent analytical design checks and shall use 
separate calculations (without reference to D-B’s calculations) to establish the structural 
adequacy and integrity of all structural members as specified in the PCM Contract Documents. 
The ICE shall sign and seal all independent structural calculations prior to their submission to 
the Authority. 

Upon completion of the ICE/ISE’s assessment and evaluation of each submittal, the ICE/ISE will 
issue an Assessment Report to the PCM and the Authority for internal use only via CMS. In 
addition, if the submittal fully complies with the D-B Contract and final design requirements, the 
ICE/ISE will issue a written Certification of Compliance to both, the PCM and the Authority that 
the final design and/or construction complies with the Contract requirements. Each Certification 
of Compliance shall be signed and sealed by a Professional Engineer registered in the State of 
California. 

The ICE/ISE shall provide the following deliverables for each Technical Contract submittal: 

 Assessment Report and their review comments 

 Compliance Certificate (when applicable)  

 Independent Structural calculations with California Professional Engineer’s signature and 
seal for structural design elements  

When the ICE/ISE issues their certification documents to the Authority, the Authority may advise 
the PCM to issue a SONO for the submittal to the D-B Contractor.  

If the ICE/ISE cannot certify the submittal, the submittal will be returned to the D-B Contractor 
via the PCM transmittal, with the ICE/ISE’s review comments.  All review comments must be 
addressed and resolved by the D-B Contractor prior to resubmitting it to the PCM. Furthermore, 
the ICE/ISE’s assessment report shall not be provided to the D-B Contractor except if agreed to 
by the Authority Design and Construction Manager or designee. 
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The ICE/ISE is responsible to check and verify that the design and construction elements 
comply with the Contract requirements, including the Reliability, Availability, Maintainability, and 
Safety Program requirements as specified in the D-B Contract. 

The ICE/ISE shall be responsible to perform its review, assessment and evaluation such that 
the ISE can certify that the construction is in compliance with the TCR and final design. 

The ISE’s activities will include, but may not be limited to, the following: 

 Witness of inspections and check inspections 

 Witness of testing/acceptance and check testing/acceptance reports 

 Independent material sampling as deemed necessary to certify compliance (Statistical 
Sampling and Testing Program to be developed in compliance with the Authority’s Sampling 
and Testing Program to support the certification of construction) 

Upon completion of the ISE’s assessment and evaluation of the portion of completed 
construction work for certification, the ISE will issue an Assessment Report to the PCM and the 
Authority for internal use only via CMS. In addition, if the submittal fully complies with the D-B 
Contract and final design requirements, the ISE will issue a written Certification of Compliance 
to both, the PCM and the Authority, to certify that the construction complies with the Contract 
requirements. Each Certification of Compliance shall be signed and sealed by a Professional 
Engineer registered in the State of California. 

If the ISE cannot certify the completed construction work, the ISE’s review/assessment 
comments may be returned to the D-B Contractor via the PCM transmittal, for the D-B 
Contractor’s remedial actions. In addition, the ICE/ISE’s assessment report shall not be 
provided to the D-B Contractor except if agreed to by the Authority Design and Construction 
Manager. 

The ICE/ISE shall prepare and submit the Monthly Progress and Status Reports and the 
Quarterly Progress and Status Reports as specified in the PCM Contract Documents to the 
Authority and the PCM for their review and comments. 

6.3 Project & Construction Management Consultant’s Oversight Responsibilities 

A. For Contracts where the ICE/ISE is contracted by the D-B, the following shall apply: 

After the D-B Contractor’s ICE/ISE has certified the Technical Contract submittal, the D-B 
Contractor will submit the submittal package to the PCM, including the following: 

1. RM Tool Database Copy  

2. RVTM-Technical Contract Requirements 

3. CIL-Critical Items 

4. V&V Report 

5. D-B Contractor Self-Certification 

6. Quality Manager’s Certification Letter 

7. ICE/ISE Assessment Report and IV&V Certification  
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The PCM will log and track each submittal upon receipt from the D-B Contractor. The PCM will 
be responsible to perform an administrative check and audit of each submittal and a project 
level technical due diligence check on behalf of the Authority. 

The PCM’s administrative checks will include, but may not be limited to, the following guidelines: 

 Primary Purpose – Verify each submittal is complete and accurate per the Contract 
requirements including, but may not be limited, to the following: 

- Cover letter clearly identifying submittal 

- Actual submittal deliverable included with the required documents in above paragraph  

- Submittal review required for Approval, SONO, or information as per the Contract 
Documents 

- Submittal submitted in accordance with the Approved Baseline Schedule 

- Submittal quantity as required including number of hardcopies and electronic copies 

- Submittal and ICE/ISE reports and certifications match for each submittal 

- If submittal affects Third Party Works, has coordination occurred/agreement been 
reached? 

- Technical/Non-Technical Submittal? 

 Verify effectiveness of ICE/ISE Review - audit the transparency and effectiveness of the 
review and submittal process between the D-B Contractor and ICE/ISE, including comparing 
the D-B and ICE/ISE reports and submittals  

 Confirm compliance with Contract requirements (Project) and full traceability to the Contract 
documents  

 Confirm compliance with intended use (program requirements): High-Speed Rail 
performance requirements, safety, security, interfaces, etc. 

 Confirm interface provisions for future track, systems and other D-B contracts. 

The PCM shall prepare an administrative checklist including the above guidelines, which will be 
used for each Technical Contract submittal to check/verify the completeness and full traceability 
against all technical contract requirements as specified in the applicable V & V Contract 
requirements.  

If the PCM determines that the submittal is incomplete and unsatisfactory for the Authority’s 
review, the PCM will return the submittal to the D-B Contractor with a review status of “SOO 
with comments” and a copy to the ICE/ISE. The D-B Contractor must address all comments and 
obtain a re-certification from the ICE/ISE prior to resubmitting the submittal to the Authority for 
further review. 

Furthermore, the PCM will perform a project level technical due diligence check, which will 
include (but may not be limited to), the following guidelines: 

 Confirm compliance with the Authority’s technical Contract and performance requirements, 
including the approved Baseline Design Report and/or as otherwise specified in the D-B 
Contract. Review the PCM’s recommendations for specific areas to consider for reviewing. 
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 Confirm the submittal is in conformance with the approved Design Baseline Report, 
Approved Design Variances, and other technical documentation, such as approved 
Geotechnical Baseline Report-C (GBR-C) 

 Confirm the signed ICE/ISE Certificate of Conformance is in accordance with the D-B 
Contractor’s Safety and Security Certification Plan. 

 Spot checks and/or random checks, as required of specific critical elements including non-
redundant structural elements, interface elements, and system safety elements, to verify the 
satisfactory application and execution of the design standards and criteria related to the 
safety, operations and maintenance of the Authority’s system 

 Conduct additional or more detailed technical reviews when the technical check reveals a 
more thorough check is warranted or if potential safety or interface concerns may result.  

 This is a limited review/check that may be less for larger submittals or more for smaller or 
critical submittals.   

 Certain submittals may receive a higher level of review/checking such as the Baseline 
Design Report. There are certain Submittals subject to approval as identified in the 
Contract/Technical Contract Submittal List, which may warrant a higher level of review. 

 The reviews must include an element of across the board randomness for a broader 
perspective of the ICE/ISE’s performance. A random set of Technical Contract 
Requirements from each referenced engineering disciplines/source document should be 
selected for review. 

 If this technical due diligence review indicates that the ICE/ISE is missing specific 
design/construction elements, corrective actions by the ICE/ISE and/or the D-B Contractor 
will be required. An increased level of review may be needed to understand the level of 
“non-compliance”; to assess the seriousness of the situation; and to understand where the 
work process breakdown has occurred (i.e.-D-B Contractor or ICE/ISE, etc.) Also, consider 
that subsequent submittals receive some additional scrutiny until it can be confirmed that the 
work processes are working properly. 

 The review criteria may vary based on the type or category of submittal or by discipline. 

For those submittals that receive both a project and program level due diligence review per the 
Due Diligence Check procedure, the PCM will transmit the submittal to both lead reviewers.  In 
addition to the submittal documents provided by the D-B Contractor, the PCM will include their 
technical checklist, the PCM’s recommendations for submittal disposition, and any 
recommendations for specific areas for the lead reviewers to consider for the technical due 
diligence checks.  The PCM shall transmit two (2) hard copies of the full submittal package to 
the lead reviewer(s) and one copy to the Authority for their use. Refer to the Authority’s Due 
Diligence Check for Civil-Structural Design-Build Contract, which is listed in Appendix D, for 
more details. 

In addition, the Design Baseline Report submittal and any other submittals in accordance with 
the FRA Grant Agreement and/or as mutually agreed to between the Authority and the FRA  
(where applicable), shall be reviewed and approved or SONO’d by the FRA. The PCM will send 
these applicable submittals to the FRA for their review and approval/SONO concurrently with 
the project level and program level due diligence reviews, as required. If any conflict as to the 
review status should occurs between the FRA and the Authority, the Authority shall arrange and 
coordinate a Resolution ladder meeting between these two parties to resolve each conflict as 
soon as possible. 
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If any supplemental, supporting information may be required by the reviewers during the 
submittal review process, the PCM will prepare and transmit a letter to the D-B Contractor. This 
letter shall state that the required information must be provided by the D-B Contractor as soon 
as possible so as not to delay the review process and advise that the review process has 
stopped until the requested information is submitted to the PCM. 

Upon completion of the reviews of each submittal, the PCM will submit all of the review 
comments and their recommendations for the submittal disposition to the Authority, for the 
Authority’s final determination of the submittal disposition.  Subsequently, the PCM will return all 
of the review comments along with the submittal review disposition from the Authority to the D-B 
Contractor and to the ICE/ISE via CMS.   

The D-B Contractor shall address the review comments from the Authority and incorporate each 
into the re-submittal, as required. The ICE/ISE is required to re-certify the re-submittal and then 
the D-B Contractor will submit this re-submittal to the Authority for further review. 

The PCM shall log and track each submittal through the review process and coordinate each 
review with the Authority, as required, with a goal of completing each review and returning the 
submittal to the D-B Contractor within thirty calendar days unless specified otherwise in the 
Contract Documents. 

B. For Contracts where the ICE/ISE is contracted by the PCM, the following shall apply; 

The PCM shall perform the administrative check similarly as described in Section 6.3 above, 
except that no ICE/ISE review, reports, and certifications will be provided with each submittal 
from the D-B Contractor. The PCM may coordinate with their ICE/ISE to determine if certain 
administrative checks could be more efficiently performed by the ICE/ISE staff.   

If the PCM determines that the submittal is incomplete and unsatisfactory for review, the PCM 
will return the submittal to the D-B Contractor with a review status of “SOO with comments”. The 
D-B Contractor must address all review comments and obtain a re-certification from the D-B 
Contractor’s V&V/SC prior to resubmitting the submittal to the Authority for further review. 

When the PCM has performed their administrative check and is satisfied that the D-B 
Contractor’s technical submittal is complete, the PCM shall transmit the submittal via CMS to 
their ICE/ISE for the full technical check and certification as per the Contract requirements. In 
addition to the submittal documents provided by the D-B Contractor, the PCM will transmit their 
administrative checklist, and any PCM’s recommendations to the lead reviewers in CMS. Also, 
the PCM shall transmit one hard copy each of the full submittal package to the lead reviewers 
for their use. Furthermore, the PCM will forward each Technical Contract submittal that requires 
a program level due diligence review to the Authority lead reviewers in accordance with the 
Authority’s Due Diligence Check for Civil-Structural Design-Build Contract, which is listed in 
Appendix D, for more details.  

 Upon completion of the full check and certification by the ICE/ISE, the PCM will perform a 
separate and independent project level technical due diligence review. This due diligence check 
will include (but may not be limited to) the following guidelines: 

 Confirm compliance with the Authority’s technical Contract and performance requirements, 
including the approved Baseline Design Report and/or as otherwise specified in the D-B 
Contract.  
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 Confirm the submittal is in conformance with the approved Design Baseline Report, 
Approved Design Variances, and other technical documentation, such as approved 
Geotechnical Baseline Report-C (GBR-C) 

 Confirm the signed ICE/ISE Certificate of Conformance is in accordance with the D-B 
Contractor’s Safety and Security Certification Plan. 

 Spot checks and/or random checks, as required of specific critical elements including non-
redundant structural elements, interface elements, and system safety elements, to verify the 
satisfactory application and execution of the design standards and criteria related to the 
safety, operations and maintenance of the Authority’s system 

 Conduct additional or more detailed technical reviews when the technical check reveals a 
more thorough check is warranted or if potential safety or interface concerns may result.  

 This is a limited review/check that may be less for larger submittals or more for smaller or 
critical submittals.   

 Certain submittals may receive a higher level of review/checking such as the Baseline 
Design Report. There are certain Submittals subject to approval as identified in the 
Contract/Technical Contract Submittal List, which may warrant a higher level of review. 

 The reviews must include an element of across the board randomness for a broader 
perspective of the ICE/ISE’s performance. A random set of Technical Contract 
Requirements from each referenced engineering disciplines/source document should be 
selected for review. 

 If this technical due diligence review indicates that the ICE/ISE is missing specific 
design/construction elements, corrective actions by the ICE/ISE and/or the D-B Contractor 
will be required. An increased level of review may be needed to understand the level of 
“non-compliance”; to assess the seriousness of the situation; and to understand where the 
work process breakdown has occurred (i.e.-D-B Contractor or ICE/ISE, etc.) Also, consider 
that subsequent submittals receive some additional scrutiny until it can be confirmed that the 
work processes are functioning properly. 

 The review criteria may vary based on the type or category of submittal or by discipline. 

In addition, the Design Baseline Report submittal and any other submittals in accordance with 
the FRA Grant Agreement and/or as mutually agreed to between the Authority and the FRA 
(where applicable), shall be reviewed and approved or SONO’d by the FRA. The PCM will send 
these applicable submittals to the FRA for their review and approval/SONO,  concurrently with 
the project level and program level due diligence reviews, as required. 

If any supplemental, supporting information may be required by the reviewers during the 
submittal review process, the PCM will prepare and transmit a letter to the D-B Contractor. This 
letter shall state that the required information must be provided by the D-B Contractor as soon 
as possible so as not to delay the review process and to advise the D-B Contractor that the 
review process has stopped and will not resume until the required information is submitted to 
the PCM. 

Upon completion of the review of each submittal, the PCM will submit all of the review 
comments and their recommendations for the submittal disposition to the Authority, for their final 
determination of the submittal disposition.  Subsequently, the PCM will return all of the review 
comments along with the submittal review disposition from the Authority to the D-B Contractor 
and to the ICE/ISE via CMS.   
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The D-B Contractor shall address the review comments from the Authority and incorporate each 
into the re-submittal, as required as within the time frame specified in the D-B Contract.  

The PCM shall log and track each submittal and re-submittal through the submittal review 
process, with a goal of completing each review and returning the submittal to the D-B Contractor 
within thirty calendar days unless otherwise specified in the D-B Contract Documents. 

6.4 Rail Delivery Partner Due Diligence Review Responsibilities 

The Authority through the RDP will perform a program level due diligence check only for those 
elements of the design that have potential program level implications and may create residual 
risk for the Authority.  

The Authority will assign individual lead reviewers to perform the program level technical due 
diligence checks in accordance with the Authority’s Due Diligence Check for Civil-Structural 
Design-Build Contracts procedure and the project level technical due diligence review 
guidelines described in Section 6.3 above.  The Authority discipline lead reviewers to the PCM 
so that the PCM may distribute each applicable technical submittal for their review to the 
appropriate reviewers as efficiently as possible.  

As needed, the PCM may schedule internal review comment resolution meetings with the 
Authority and PCM to discuss and resolve all issues regarding the review comments, etc. prior 
to forwarding the recommended submittal disposition and all review comments to the Authority. 

Subsequent to the Authority’s review of the submittal, the PCM is responsible to collate and 
coordinate all review comments from the all lead reviewers and transmit all of the these review 
documents to the Authority in CMS.  

Refer to the Authority’s Due Diligence Check for Civil-Structural Design-Build Contract, which is 
listed in Appendix D, for more details. 

6.5 Authority’s Submittal Review Responsibilities 

The Authority will review the submittal documents transmitted from the PCM, the PCM’s 
ICE/ISE and the Authority, as applicable, to make the final determination for the submittal 
disposition prior to returning it to the D-B Contractor (via the PCM). The final submittal 
disposition shall be one of the following: 

 Approved, if applicable 

 Approved with comments, if applicable 

 Rejected with comments, if applicable 

 SONO 

 SONO with comments (Re-submittal not required) 

 SOO with comments (Re-submittal required) 
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The Authority will transmit the final submittal disposition and any comments to the PCM via 
CMS. The PCM shall transmit the submittal disposition and all review comments via CMS to the 
D-B Contractor as soon as possible. If the submittal receives a disposition of “SOO with 
comments”, the D-B Contractor shall address those comments and resubmit the entire submittal 
within the time frame established in the Contract Documents. If the submittal receives a 
disposition of “SONO w/comments”, the D-B Contractor shall address those comments and 
notify the Authority, in writing, of how it has addressed those comments, within the time frame 
established in the Contract Documents, but is not required to resubmit the underlying submittal 
documents. 

For additional information related to the V&V/SC and IV&V procedures and submittal review 
process to be followed, refer to the following for more details: 

 General submittal requirements in the applicable D-B Contract Documents,  

 Section 5, Design-Build Contract Submittals in this Manual,  

 Submittal Review Process Flowcharts included in Appendix E and  

 Final Verification and Validation Management Plan (VVMP) listed in Appendix F. 
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7 INTERFACE MANAGEMENT AND COORDINATION 

7.1 General 

The purpose of the Interface Management process is to verify that all elements of the Project 
procured in the multiple Contracts will be integrated together effectively and provide a high-
speed train system that complies with the Authority’s requirements. Interface Management is 
particularly important on large-scale multi-contract and multi-discipline mega projects like the 
High-Speed Rail Rail Program. Effective Interface Management will lead to successful 
integration, especially during the testing and commissioning phase of the High-Speed Rail 
Program, and provide the earliest operation date for the train system. In addition, this will result 
in mitigating risk for potential delays, cost overruns, and rework to the overall High-Speed Rail 
Program.   

Refer to the Authority’s Interface Management Plan listed in Appendix F for more details. Also, 
refer to the Utility Coordination Process Flowcharts included in Appendix E for more details. 

7.2 Master Agreements/Third Party Agreements 

The Authority has entered into many Master/Cooperative Agreements and Third Party 
Agreements that govern the relocation of their respective facilities. Most of these Agreements 
are included in Book 3 of each D-B Contract, some of which have been executed and some that 
may be in draft documents under review and negotiation by the Authority. The executed 
Agreements will be provided to the PCM and the PCM will transmit each executed Agreement to 
the D-B Contractor as they become available. It is important for each interfacing party involved 
in the Agreements to review and understand the requirements in each relevant Agreement, and 
to coordinate and work cooperatively together to comply with each party’s needs during the 
design and construction phase of the Project. An interfacing party may include: 

 Each D-B Contractor  

 The Authority   

 PCM  

 Caltrans  

 Each utility company  

 Each Railroad company  

 The Federal, State, County, City, other local agencies  

 Other external agencies/parties 

There are four different work scenarios related to the Third Party Agreements (TPA), which may 
be used on the High-Speed Rail Program, including the following: 

 TPA is part of the D-B Contract and the D-B Contractor does most or all related Work-e.g.-
City of Fresno 

 TPA is part of the D-B Contract and the third party does most or all related Work-e.g.-Kinder 
Morgan Energy 
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 TPA is not part of the D-B Contract and the third party does most or all related Work-e.g.-
Caltrans 

 TPA is not part of the D-B Contract and the D-B Contractor does some of the Work-e.g.-
PG&E  

7.3 Design-Build Contractor’s Responsibilities 

The D-B Contractor is responsible for managing the integration of the Project’s interfaces 
including but may not be limited to planning, managing, and coordinating stakeholders from the 
adjacent Contracts and third parties, addressing the reliability, availability, maintainability, and 
safety requirements, and verifying that the Work is being designed and executed successfully 
with the various entities. The delivery of a complete D-B Contract will require it to support future 
systems and facility components to be integrated into the entire high-speed rail system. 

The D-B Contractor is required to develop an Interface Management Plan (IMP) that 
incorporates the following: 

 In accordance with the D-B Contractor’s V&V/SC and IV & V processes, the D-B 
Contractor’s Interface Team will develop and implement a detailed process for systematic 
identification, management, tracking, and documentation of the physical, technical, 
functional, and other interfaces by means of the Requirements Management (RM) Tool and 
the ICE/ISE (when applicable) will check and verify D-B Contract compliance with the 
interface requirements 

 A systematic and planned approach to managing and coordinating 
Master/Cooperative/Third Party Agreements along with preparing, negotiating and executing 
Task Orders with all external/third parties as required. 

 Coordination and cooperation between the activities and the responsibilities of the D-B 
Contractor, their subcontractors, JV partners, etc. 

 Planning and coordinating the work from interfacing Contracts (Civil, Track-work, System 
Work, etc.) and third parties with the D-B Contractor’s Work 

The D-B Contractor will submit the draft and final Interface Management Plan (IMP) for review 
and SONO to the Authority as specified in the Contract Documents. The IMP will be updated as 
required as the Project progresses. The D-B Contractor will establish an Interface Coordination 
Team (ICT) that will be responsible for interface coordination and control throughout the design 
and construction phases. The D-B Contractor’s interface activities will be performed by the ICT 
and will include, (but are not limited to) the following: 

 Identify all possible interface parties and requirements  

 Schedule regular interface workshops and meetings  

 Define and agree to a work scope between all interfacing parties   

 Develop final interface requirements and complete related design work 

 Implement interfaces as required 

 Integrate interfaces as required 

 Verify and Validate interfaces implementations by ICE/ISE 
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 Certify interface compliance by ICE/ISE and interface parties 

 Demonstrate that the Work is being designed and executed such that facilities and 
subsystems identified in the design criteria, drawing and by other means are being 
accommodated without functional or spatial constraints 

 Resolve conflicts by partnering with all parties associated with the interface conflicts to reach 
an agreeable solution so as not to place constraints on this or future contracts 

The D-B Contractor will submit RFIs, interface submittals and other related correspondence 
directly to the interfacing parties for review, comments, and responses and forward copies of 
each to the PCM for information and/or review.   

The ICE/ISE is responsible to check and verify that the design and construction elements 
comply with the Contract requirements, including the Reliability, Availability, Maintainability, and 
Safety Program requirements as specified in the D-B Contract. 

7.4 Project & Construction Management Consultant’s Responsibilities 

The PCM is responsible for the interface management oversight of the D-B Contractor’s IMP for 
compliance and to verify facility relocation and other third party construction progress are on 
schedule. 

The PCM will review each Master/Cooperative Agreement and Third Party Agreement to 
understand and verify that the requirements are completed in a timely manner and in 
compliance with these Agreements. 

The PCM is responsible for logging and tracking of all third party technical submittals and other 
formal correspondence exchanged between the D-B Contractor and third parties. The PCM will 
set up these records in a manner that these documents can be accessed and reviewed by the 
Authority or designee. The PCM shall review these submittals for administrative completeness 
in accordance with Section 5, Design-Build Contract Submittals. 

The PCM will participate in the D-B Contractor’s regularly scheduled interface coordination 
meetings and/or conduct other interface/third party coordination meetings with the D-B 
Contractor, as needed, to monitor that the IMP is progressing satisfactorily. The PCM will, also 
verify that the appropriate Authority interface staff have been invited to these meetings. The 
PCM will prepare meeting minutes for all meetings conducted by the PCM.   

For issues or conflicts that may cause cost or schedule impacts to the D-B Contract, the PCM 
will log, track and keep the Authority Design and Construction Manager or designee informed of 
each such issue. Also, the PCM will provide their recommendations and proposed resolution to 
the Authority for their review and further direction and/or actions to close out. If the resolution of 
an interface issue results in a change to the D-B Contract, the PCM shall proceed in accordance 
with the Change Management process. In addition, all outstanding interface issues shall be 
tracked and added to the PCM’s Monthly Compliance Status Report. 

Furthermore, the PCM’s responsibilities will also, include (but may not be limited to) the 
following: 

 Assist the Authority with the Utility, Railroad and any other third party coordination efforts 
throughout the design and construction phases of the D-B Contract 
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 Assist the Authority in finalizing third party agreements as required 

 Review D-B Contractor’s schedule submittals against all interfaces with the third parties to 
confirm the D-B Contractor has coordinated the schedules with all third parties 

 Monitor the work requirements to identify any improvements or betterments which should be 
paid for by the respective third parties 

 Recommend remedial actions for each conflict between the D-B Contractor and any Third 
Party to the Authority for final decision 

 Prepare merit assessments for entitlement with the PCM’s recommendations for settling or 
disputing any claims related to interface issues from the D-B Contractor or Third Parties for 
Authority’s review and decision/direction. 

 Verify that the D-B Contractor coordinates with the Third Party inspection teams in 
accordance with the requirements of the D-B Contract and the relevant Agreements. 

 Review each Utility and other third parties’ payment invoices for accuracy and acceptance 
for payment to either, the D-B Contractor or the requesting third party agency, as required 
and if acceptable, the PCM will process for payment to the Authority. Record and track all 
payment invoices and confirm costs are within the planned budgets and forecasts.  

For any third party agreements between the Authority and any exclude third party (as specified 
in the D-B Contract Documents), the D-B Contractor shall be responsible to perform all 
coordination with the Third parties but the PCM will be responsible for all other administrative 
activities, including submitting design and construction drawings, etc. to each excluded third 
parties for review and approval, preparing Task Orders, review of payments invoices from each 
excluded third party, etc., as required.   

7.5 Authority’s Interface Responsibilities 

The Authority Design and Construction Manager or designee will attend the D-B Contractor’s 
regular interface coordination meetings to verify that the D-B Contractor’s interface 
management and coordination activities are working effectively and that all interfaces are 
properly addressed and support the future systems and facilities components of the High-Speed 
Rail Program.  

The Authority shall review each of the D-B Contractor’s interface submittals from the standpoint 
of the overall High-Speed Rail Program and the system performance perspective. If acceptable, 
the Authority will provide recommendations for SONO or other disposition and send to the PCM. 
Then PCM will forward review disposition and comments if any, to the D-B Contractor. 

When an interface conflict is encountered, the PCM will provide their recommendations and will 
elevate the issue to the Authority for timely resolution. The Authority Design and Construction 
Manager or designee will determine the best solution and give direction and/or subsequent 
actions to the PCM in order to proceed with the work. 

The Authority will consider recommendations and/or proposed resolution provided by the PCM 
for further direction and/or actions. The resolution of an interface issue may result in a change 
approved by the Authority and returned to the PCM for implementation. 
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8 QUALITY MANAGEMENT 

The Authority’s Master Quality Plan (MQP) will follow the ANSI/ISO/ASQ Q9001:2008 and the 
USDOT FTA-IT-90-5001-02.1 Quality Assurance and Quality Control (QA/QC) Guidelines so 
that all aspects of the work comply with Project’s Quality re-quirements. In accordance with 
these MQP and the applicable Contract Documents, the D-B Contractor is required to submit a 
comprehensive D-B Contractor’s Quality Manual (CQM) describing the scope, organization, and 
implementation of the D-B Contractor’s Quality Program and Quality Management System, 
subject to a SONO from the Authority. The CQM and the PCM’s oversight of the CQM will 
confirm that all aspects of the work comply with the quality requirements of the D-B Contract. 
The PCM, with the assistance of the Authority, as needed, will have oversight responsibility for 
those Project elements for which the D-B Contractor has direct QA/QC responsibility on each D-
B Contract. 

8.1 Contractor’s Construction Quality Control/Assurance  

It is the responsibility of the D-B Contractor’s Quality Manager and the quality inspectors to 
perform quality control/assurance to verify and document that the materials used and the 
workmanship employed comply with the contract requirements. Furthermore, for Contracts 
where the ICE/ISE is contracted by the D-B Contractor, the D-B Contractor’s ISE will verify and 
certify that the Work has been satisfactorily completed and complies with the Contract 
requirements and the approved CQM and the D-B Contractor’s Quality Inspection Test Plan. 
The ISE will witness the quality inspections and testing activities in accordance with the 
approved D-B Contractor’s Inspection Test Plan, and check the related inspections and 
testing/acceptance reports for contract compliance. The ISE will assess and evaluate each 
element of the contract work and submit their assessment reports to the PCM, with a copy sent 
to the D-B Contractor. Upon the ISE’s approval of the Work, the ISE will submit to the PCM a 
written certification that the Work has been satisfactorily completed and complies with the 
contract requirements; including the Technical Contract Requirements (TCR), Ready for 
Construction (RFC) drawings, and the approved Inspection Test Plan.  

The D-B Contractor is required to provide weekly updates of the D-B Contractor’s Inspection 
Test Plan activities to notify the PCM, in advance of any testing and/or inspection(s). If any 
changes are required to the weekly inspection and testing schedule, the D-B Contractor shall 
notify the Authority or designee at least one day prior to actual inspection or test taking place so 
the Authority may attend and witness the activities at their discretion.  

8.2 Project & Construction Management Consultant’s Construction Quality 
Oversight 

The PCM shall submit a Quality Assurance Plan to the Authority for review and approval, which 
will provide specific details of how the PCM will comply with the Authority’s MQP along with 
perform quality oversight and audit and surveillance activities of the D-B Contractor’s Self-
Certification and Quality Management System in accordance with the contract requirements. 
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The PCM is responsible for monitoring and auditing the D-B Contractor’s (and ISE’s Quality 
Assurance functions, when applicable) so that the D-B Contractor has satisfactorily 
implemented their Quality Management System. The PCM’s staff will perform the quality 
assurance oversight and/or audits of the D-B Contractor’s quality control and quality assurance 
processes to verify the Work is in conformity with the contract requirements. The PCM will 
monitor the D-B Contractor’s on-site inspections with field personnel experienced in determining 
compliance with the various elements and features of the RFC drawings and the construction 
specifications. The PCM has the option of witnessing specific tests and/or inspections, but shall 
not delay or stop any such testing and/inspection activities performed by the D-B Contractor.  

For Contracts where the ICE/ISE is contracted by the PCM, the ISE will perform similar quality 
checks and certifications on behalf of the Authority and PCM, instead of on behalf of the D-B 
Contractor. 

In cases where the nature of the field inspection work requires a particular technical expertise 
for short periods of time, the PCM, with approval of the Authority Design and Construction 
Manager, will arrange for the temporary assignment of personnel with the required 
qualifications, from the Authority, PCM or other consultants. 

The PCM shall coordinate with the Authority Design and Construction Manager or designee to 
establish the appropriate level of quality oversight, which may be adjusted as needed as the 
design and construction advances. The PCM is responsible for validating that the materials are 
inspected and approved by the D-B Contractor’s Quality staff and verifying that the inspections, 
sampling, and testing are performed in accordance with the D-B Contractor’s Quality Program.  

8.3 Material Inspection 

The D-B Contractor is responsible for providing inspection and testing of all materials that 
comply with the specification requirements and produce work in conformance with the Contract 
Drawings, Project Specifications, and Contract Documents. The Authority expects the D-B 
Contractor to communicate and cooperate with the PCM and the D-B Contractor’s supplier(s) to 
facilitate and provide adequate inspection coverage for evidence of materials inspection. 

As far in advance as possible, the D-B Contractor is responsible for the following: 

 Furnishing the Authority, through the PCM, information of the sources of materials that will 
be used on the Project as specified in the Contract Documents 

 Performing all Quality Control and Quality Assurance functions in conformance with the 
approved Contractor Quality Program, and notify the PCM so that proper arrangements may 
be made for the PCM to monitor the D-B Contractor’s inspection activities as needed  

 Where the Authority, State or other agencies inspections may be required, informing the 
supplier not to make any shipments without said prior inspection 

 For products with source inspection, the D-B Contractor must plan the work so that the PCM 
or the Authority has sufficient advance notice to witness the sampling and testing 
requirements 

 Additional responsibilities may be required of the D-B Contractor depending upon the 
governing Contract Documents 
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The following guidelines involved in the materials acceptance process, whether material 
sampling and testing is performed by the D-B Contractor as per the approved D-B Contractor’s 
Quality Program, or by the PCM in the Quality Assurance or Quality Compliance process, are 
shown below: 

 Inspection of Materials – Physical testing or visual inspection of the materials for 
compliance with the Specifications. 

 Evidence of Material Inspection – The minimum proof that Method of Acceptance 
sampling and testing has been performed. 

 Documentation of Inspection – Documentation that the materials received on the job site 
where accompanied by adequate Evidence of Materials Inspection. This documentation 
shall be included as part of the project files. 

 Method of Acceptance – Refers to the means of determining whether material supplied 
conforms to the requirements of the Specifications. Method of Acceptance sampling and 
testing categories are listed below.  

 Manufacturer’s Certification – When testing is not practical or small quantities are 
involved, a manufacturer or producer’s certification may be used to accept material. The 
certification must represent the materials or items being accepted. The certification must 
also indicate compliance with the applicable specification(s). 

 Quality Control/Quality Assurance (QC/QA) – The material is produced under the D-B  
Contractor’s QC/QA program as defined in the D-B Contract, where both the QC and QA are 
by the producer/D-B Contractor.  

 Certified Source – A source that conducts an internal sampling and testing program in 
conjunction with the D-B Contractor and/or the Authority source, and which conducts 
random destination sampling and testing. Once a producer is certified to manufacture or 
produce specific products, such materials may be accepted for incorporation into the D-B 
Contract without additional jobsite testing. The PCM is required to perform periodic Visual 
Examinations at the jobsite. 

 Testing Program – Materials are sampled at the source or jobsite by the D-B Contractor’s 
QC personnel, or in a qualified Private Laboratory. At the discretion of the PCM, Quality 
Assurance or Compliance sampling and testing may be performed by the PCM.  

 Visual Acceptance – Acceptance or rejection of material based on an assessment of its 
markings, physical dimensions, obvious defects or damage, and close conformity with 
contract specifications. No lab or field tests are required. Visual acceptance is used when 
sampling is impractical, destructive tests are not practical, or no test method is available for 
use. Visual acceptance applies to most small quantities. 

Evidence of materials inspection categories acceptable to the Authority may include one or 
more of the following documents: 

 Bill of Lading – A shipping ticket that accompanies a product to the job site and which 
identifies the product, source, and lot 

 CERT – The Manufacturer’s written certification that indicates the material complies with the 
specifications or contract requirements  

 Daily Plant Reports – Reports generated that provide mixture test results and other 
production data 



California High-Speed Rail Authority Approved Rev. 2 Draft PCMM-Rev2 

Page 8-4 of 8 
Project & Construction Management Manual 
(For Design-Build Contracts)(For Design-Build Contracts) 
8 Quality Management 

 MARK – A commercial label, tag, or other marking that indicates product specification 
compliance and/or an approved source/manufacturer 

 TEST – Approved test result available from locally performed lab or field tests (e.g., soil 
density) 

 TICKET – A ticket from an approved source indicating material or aggregate gradation, job 
designation, purchaser, and weight (if applicable) 

 Manufacturer’s Certification as Documentation of Inspection 

 D-B Contractor’s Independent QA/QC Organization’s documentation accepting material and 
quantity by visual and/or physical tests with acceptance criteria included 

 Visual – A written record of visual inspection  

The above material acceptance procedures are not permitted to be used for structurally critical 
items or features, which could directly affect the safety of the traveling public. Under no 
conditions are materials to be used from an unknown producer. Structurally critical items or 
features should be inspected, tested, and accepted as specified in the approved D-B 
Contractor’s Inspection Test Plan. 

If material arrives on the Project site without evidence of materials inspection by the D-B 
Contractor’s quality inspectors, the PCM shall promptly contact the D-B Contractor and the 
Authority Design and Construction Manager to determine the proper course of action. If jointly 
decided and agreed to by the D-B Contractor and the ICE/ISE, and the PCM, with concurrence 
from the Authority Design and Construction Manager, the material may be considered for 
acceptance (which is not in conformance with the pertinent Contract requirements). The PCM 
may request that the D-B Contractor, at their expense, to sample and test the non-conforming 
materials for acceptance. A copy of this record must be placed into the Project files. The PCM is 
authorized to question, sample, and/or reject any material arriving on the Project site, which 
does not comply with the D-B Contract requirements. 

The PCM shall not allow payment for any material on a monthly payment invoice for which there 
is no evidence of materials inspection or approval. Additionally, inspection documentation 
requirements for materials incorporated into time and material work or agreed price pay items 
are the same as for other Contract payment milestone items, except that the D-B Contractor 
shall prepare a specification to describe the extra work and submit it to the PCM for review and 
SONO from the Authority.  

8.4 Testing Oversight 

The D-B Contractor is required to implement effective testing control measures to verify 
adequate quality in performance of their activities. These test requirements will be defined in the 
final design documents prepared by the D-B Contractor and the testing types and details will be 
included in the D-B Contractor’s Inspection Test Plan, which is subject to SONO. The PCM, with 
the assistance of the Authority Quality Assurance Manager, is responsible for oversight of the 
D-B Contractor’s implementation of the D-B Contractor’s Quality Manual (CQM), including the 
Inspection Test Plan. When required by the D-B Contract Documents, or as deemed necessary 
in the judgment of the PCM (e.g.-when the ICE/ISE reports show that the D-B Contractor is not 
performing or there are a substantial number of NCRs), testing of material and workmanship 
shall be performed by authorized field personnel or by an approved testing service. The number 
and quantity of tests must be sufficient to permit adequate verification testing. In addition, the 
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PCM may require other tests or inspection activities—including the monitoring of noise levels, 
vibration levels, and subsurface movements and verification of surveys and layouts—that may 
or may not be the obligation of the D-B Contractor. If the Contract Documents do not require the 
D-B Contractor to perform such tasks, the PCM, with approval from the Authority Design and 
Construction Manager, may request additional testing services either through the D-B 
Contractor under Contract Change Order or by separate testing services contracted by the 
Authority or PCM. Complete records of all additional tests or inspection activities performed by 
the D-B Contractor shall be maintained by the D-B Contractor’s Quality Manager and any other 
testing required and performed by the Authority or the PCM will be maintained by the PCM.  

The PCM is required to submit their Statistical Sampling Program as part of the PCM Quality 
Assurance Plan for review and approval by the Authority, in accordance with the PCM Contract. 
The Authority and/or the PCM will implement the approved statistical sampling and testing 
program (typically, about 10 percent with allowances for adjustments depending on criticality, 
etc.), in consultation with the Authority, for: 

 Testing of the D-B Contractor’s work activities and  

 To verify that the D-B Contractor’s material sampling and testing results are in conformity 
with the contract requirements.  

The PCM should review the D-B Contractor’s Inspection Test Plan to determine and support 
what verification testing effort may be needed. In addition, this statistical sampling and testing 
program may need to be revised as needed, depending on the performance and reliability of the 
D-B Contractor’s Quality Program, D-B Contractor’s Inspection Test Plan results, and the ISE’s 
assessment reports. The PCM test results are to be correlated to the D-B Contractor’s quality 
test results and reported to the Authority, with their recommendations for further actions, if 
applicable. The Authority or PCM material testing activities shall be performed by a certified 
testing laboratory. The PCM shall verify that all Testing Laboratories performing materials 
acceptance sampling and testing, are in compliance with the D-B Contract requirements. The 
Authority has the option to implement the statistical sampling and testing program 
independently. 

Furthermore, the Authority or the PCM may conduct independent material sampling and testing 
using split samples to provide a comparison basis for evaluating the acceptability of procedures 
and equipment used in the D-B Contractor’s Quality Program for material sampling and testing. 
Such testing areas may include, but are not limited to, the following: 

 Aggregate gradation 

 Cast-in-place concrete 

 Hot mix asphalt 

 Precast and pre-stressed concrete 

 Soil density 
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8.5 Deficiencies/Non-Conforming Work 

The D-B Contractor’s Quality Manager is responsible for implementing a system to confirm 
construction quality control and assurance through site work inspections and to issue 
dispositions of the actions taken to correct deficiencies or non-conforming work, which will be 
specified in the CQM. The PCM and the Field Engineers provide oversight coverage of the D-B 
Contractor’s quality inspection and testing program and identify any deficiencies that are not 
documented by the D-B Contractor’s Quality Manager.  

A Non-Conformance Report (NCR) will be used to identify and correct material, equipment or 
workmanship that does not comply with the Contract and allow the D-B Contractor to provide 
their correction data. Also, NCRs may be issued for other non-conforming work activities related 
to safety, environmental, etc.  The PCM is responsible for monitoring the D[B Contractor issued 
NCRs and initiating NCRs, when required. In CMS, each NCR is described with all details and 
disposition instructions. Technical evaluation and disposition of the NCR will be accomplished 
by the D[B Contractor or PCM after consultation and concurrence with technical specialists, the 
design group, and the Authority. The disposition will be in one of the following four categories: 

 Use As-Is - a disposition that indicates that the non-conformance does not adversely affect 
the intended use of the item. The PCM, after consultation with the Authority, may accept 
non-conforming Work without requiring it to be fully corrected, in which case the Contract 
Price may be decreased accordingly, at the option of the Authority Design and Construction 
Manager. Care in applying this disposition shall be exercised where architectural 
considerations are concerned. Safety-related conditions must be satisfied for acceptance of 
this disposition. 

 Remove from Site - a disposition that indicates the item is unsuitable for its intended 
purpose and economically or physically incapable of being reworked or repaired. 

 Repair - a disposition that indicates deficient components can be altered in such a manner 
that the item will be able to function reliably and safely. These alterations will bring the item 
into compliance with the original requirements. The following must be recorded on the NCR 
and shall accompany the item being replaced: 

- Completed repair instructions,  

- Post-repair acceptance/rejection criteria and  

- Required records. 

Upon completion of repairs, the item will be inspected for compliance by the D-B 
Contractor’s Quality Team 

 and verified by the PCM Completed documents will be forwarded to the PCM for review and 
filing, as required. 

 Rework - a disposition that indicates that the non-conforming item can be brought into 
conformance with the original Contract Drawings and Specifications requirements through 
subsequent re-machining, reassembling, reprocessing, or completion of the required 
operations. The D[B Contractor’s Quality Team and the ISE will inspect and certify the work 
is in Contract compliance and the PCM shall verify the completed work and the NCR is 
closed out. 
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Use-As-Is and Repair require written approval from the Engineer of Record prior to being 
forwarded to the Authority or PCM. All NCRs will be entered into the CMS Quality and NCR 
module. NCRs are electronically signed and dated by the D[B Contractor and PCM or designee. 
The D-B Contractor submits a proposed corrective action(s) for approval by the Engineer of 
Record. NCR will remain open until a rework, retest, or replace disposition is confirmed to be 
complete and is verified by the PCM, with coordination/concurrence from the Authority. NCRs 
are all maintained within CMS with information including the NCR status, number, description, 
disposition, dates initiated and closed. In addition, the PCM will maintain a NCR Log of all 
NCRs, including the time duration until closeout and final disposition of each NCR. A standard 
Non-Conformance Report form and standard Non-Conformance Report Log are to be used on 
the Project and are included in the Appendix G.  

The D-B Contractor’s Quality Manager is, primarily, responsible for identifying, preparing and 
issuing each NCR. The CQM shall describe the D-B Contractor’s NCR process, including the 
different types or levels of NCRs to be issued, which may be dependent on the nature, condition 
or complexity of the deficiency and the proposed corrective actions required. Upon receipt of 
any NCR with the proposed corrective actions from the D-B Contractor, the PCM will review the 
corrective action plan, comment accordingly and verify when the corrective action is to be 
completed. The PCM will review all NCRs with the D-B Contractor on a regular basis and pro-
actively work with the D-B Contractor to close out each NCR in a timely manner.  

In the event that the materials or workmanship do not conform with the Contract Documents and 
the Contractor’s Quality Manager does not issue a Non-Conformance Report (NCR) and/or 
remedial action has not been initiated by the D-B Contractor, the PCM will issue an Authority 
NCR to the D-B Contractor. The NCR will include a brief description of the deficiency found in 
the Quality Control and Inspection processes and a description of the related non-conforming 
work, the location, and the appropriate reference to a plan sheet or specification. It shall also 
request the D-B Contractor to provide the following information: 

 The immediate and long-range impacts to the schedule or budget (if applicable),  

 The principal cause of the NCR, and  

 The recommended corrective actions for resolution of the NCR including an explanation of 
the failure of the D-B Contractor’s Quality System and the proposed corrective actions 
required to improve the Quality work processes. 

In addition, the PCM, with the assistance of the Authority Quality Assurance Manager will audit 
the D-B Contractor’s quality system for adherence to the quality inspections and NCR 
procedures.   

8.6 Authority Quality Assurance Inspections 

The Authority Quality Assurance representatives, from time to time, may visit the Project site to 
monitor and/or audit design and/or construction activities. Project personnel are required to 
sign-in with the PCM upon arrival to the site and then brief the PCM on all site observations 
prior to departure. Before leaving the construction site, the Authority’s representative(s) shall 
brief the PCM on any findings resulting from their site visit. Any observations/comments 
requiring corrective actions will be made in writing to the PCM, who will provide appropriate 
written notification to the D-B Contractor for their actions. 
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Refer to the Authority’s Master Quality Plan, listed in Appendix F and the Quality Management 
Process Flowcharts are included in Appendix E for more details. 

8.7 External Agency Inspections 

When a governmental entity, utility, railroad, or other entity accepts or pays for a portion of the 
Contract, the organization’s representative may inspect the Work but cannot direct the D-B 
Contractor in any manner. The right of inspection does not make that entity a party to the 
Contract and does not interfere with the rights of the parties of the Contract. Any deficiencies 
noted by an external agency shall be documented by the D-B Contractor’s Quality Manager as a 
non-conformance occurrence and resolved through the Non-Conformance Report process by 
the D-B Contractor and the PCM. Also, refer to Section 7, Interface Management and 
Coordination for more details related to agency coordination. 

External Agencies, including federal, state or local government and any political subdivision or 
any governmental or quasi-governmental agency, from time to time, may visit the Project site to 
monitor and/or inspect or audit the construction activities and/or other mitigation requirements 
for compliance. All agency personnel are required to sign-in at the PCM field office upon arrival 
to the site. The PCM shall immediately notice the Authority Design and Construction Manager or 
designee for their direction as to who will accompany the agency representatives on the site. At 
the Authority’s option, a D-B Contractor’s representative may be notified and invited to attend 
the site visit with the agency. Upon completion of the site visit, preferably the agency 
representatives, or the Authority or designee will, brief the PCM on all site observations on any 
findings resulting from their site visit. Any observations/comments requiring corrective actions 
will be made in writing to the PCM, who will provide appropriate written notification to the D-B 
Contractor for their actions as required. 
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9 SAFETY AND SECURITY 

9.1 Safety and Security Program Management Plan and Field Safety Handbook 

The Authority’s CHSTS Safety & Security Management Plan (SSMP), listed in Appendix F, 
establishes the Authority’s commitment and philosophy to achieve the highest practical level of 
safety and security for the Authority staff, PCM staff, D-B Contractors, emergency responders 
and members of the public that may come into contact with the High-Speed Rail system.  The 
SSMP identifies how safety and security activities will be implemented and managed through 
the life cycle of the California High-Speed Train Project, from preliminary engineering through 
final design, testing, and the start of revenue service. The SSMP is part of the PMP and was 
written in conformance with FTA Circular 5800.1, Safety and Security Guidance for Major 
Capital Projects (dated 08/01/2007). Section 7 of the SSMP describes the Safety and Security 
Certification process to be applied to all phases of the Project. Section 8 of the SSMP describes 
the minimum D-B Contractor requirements for construction safety and security. 

In addition, the Authority’s Field Safety Handbook (FSH) defines the requirements for all 
Authority employees, RDP, PCM, and other consultant’s staff, visitors, etc. who work outside of 
the standard office environment, including active or inactive construction jobsites, field visits to 
Authority properties and alongsidepublic roadways, railroads, municipal and other third parties 
sites. All CHSR related personnel shall comply with these requirements as specified in the FSH.   

9.2 Construction Safety and Security 

The D-B Contractor is required to demonstrate that all aspects of their work comply with 
Federal, State and local safety and security regulations, and fulfill the SSMP and the contractual 
requirements. The D-B Contractor is required to develop a Site-Specific Health and Safety Plan 
(SSHASP) and a Site-Specific Security Plans (SSSP) that identifies the local conditions and 
requirements peculiar to the site and work to be performed. The D-B Contractor’s Site-Specific 
Health and Safety Plan (SSHASP) and a Site-Specific Security Plans (SSSP) shall identify how 
the D-B Contractor will achieve compliance with the contract requirements, the SSMP, and the 
local, State, and Federal workplace safety regulations. The D-B Contractor is required to submit 
these plans to the PCM and the Authority for review and each submittal is subject to a SONO, in 
accordance with the D-B Contract-General Provisions.  

The Authority, with the assistance of the PCM, will have overall oversight responsibilities for the 
D-B Contractor’s SSHASP and SSSP. The PCM and their staff shall be thoroughly familiar with 
the Authority’s SSMP. The PCM shall act as the Authority’s primary representative in the 
management and oversight of the D-B Contractor’s construction safety and security activities on 
the Project. The PCM shall review the D-B Contractor’s SSCP for compliance with the Design-
Build Contract and the Authority’s SSMP. The PCM shall provide a report of their review 
including a recommendation regarding the issuance of a Statement of No Objection (SONO) by 
the Authority.  
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9.3 Safety and Security Certification 

The D-B Contractor is required to develop and implement a Safety and Security Certification 
Plan (SSCP). The V&V/SC and IV&V processes shall be included and applied to the D-B 
Contractor’s Safety and Security Certification Program. The D-B Contractor shall verify and 
validate that the certifiable design and construction elements comply with the contract 
requirements and the ICE/ISE shall check and provide a certification of contract compliance to 
the critical interfaces using the Certifiable Items List (CIL). The D-B Contractor is required to 
submit the SSCP to the PCM and the Authority for review and is subject to a SONO as specified 
in the D-B Contract-General Provisions. The PCM shall review and submit their 
recommendations for SONO/SOO to the Authority. 

9.4 Safety and Security Program Oversight 

The PCM shall develop and submit to the Authority for review and approval their Safety and 
Security Program Oversight Plan (SSPOP) to describe how they will provide and perform their 
oversight responsibilities of the D-B Contractor’s activities as required in the D-B Contract. The 
PCM’s SSPOP shall, also include specific details of how they will perform oversight of the D-B 
Contractor’s safety and security certification activities.  

The PCM shall monitor the D-B Contractor’s safety requirements of the Project work sites, 
perform safety and security audits to assess the D-B Contractor’s compliance with the SSHASP 
and the SSSP, and submit monthly audit reports to the Authority’s Safety and Security Program 
Committee for review. The PCM shall audit each updated Certifiable Elements and Hazards 
Log, Certifiable Items List, and Safety and Security Certification Package issued by the D-B 
Contractor. The audit process shall conform to the Authority’s SSMP and V&V Management 
Plan. 

The PCM shall develop and implement a Safety and Security Training Program Plan for the 
Authority, and PCM staff, local agencies, stakeholders, and other third parties acting on the 
Authority’s behalf, as required, which is in conformance with the Contractor’s SSHASP and 
SSSP. The PCM shall document and record all training activities and will verify that all Authority, 
PCM staff, local agencies, stakeholders, and all other third parties acting on the Authority’s 
behalf, have the required training prior to making any site visits. 

The PCM shall develop an Injury and Illness Prevention Program (IIPP) in compliance with all 
applicable Cal-OSHA regulations and the Authority’s Safety & Security Management Plan, 
following their corporate safety program but also specific to the particular characteristics of the 
Authority’s Project. The IIPP shall consider employee health and safety with respect to all 
aspects of the Project scope, including but not limited to the job hazard assessments for the 
office environment, traveling to field sites, and fieldwork (off-site meetings, surveys, inspections, 
and active constructions sites). The IIPP shall include a process for managing notifications of 
accidents, injuries, near-miss incidents, Cal-OSHA or other regulatory inspections, and any 
other incident that might have an effect on the health and safety of workers on the Project job 
sites. The IIPP shall outline the communication process between the D-B Contractors, PCM, 
and the Authority. 
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9.5 Imminent Danger/Potential Hazard Conditions 

Under the OSHA (Occupational Safety Health Act), each employer or Contractor must provide 
employees with a safe and healthy work environment and provide employees with the 
necessary training and personal protective equipment. The D-B Contractor shall demonstrate 
that effective actions have been taken to provide and enforce safe work conditions and 
practices. This shall be documented in the Contractor’s SSHASP. The D-B Contractor is 
responsible for verifying that all subcontractors and suppliers work safely on the Project site. 

The D-B Contractor is responsible for immediately correcting any situation creating an 
“imminent danger” threat of death or serious injury to workers or the general public or significant 
damage to any property. If the PCM observes or otherwise becomes aware of the existence of 
an “Imminent Danger” hazard, the PCM and PCM’s staff are empowered to issue a stop work 
order to the D-B Contractor, if required, until the hazard is corrected sufficiently as determined 
by the PCM or the Authority.  

In situations where a potential hazard is observed by the PCM, which is not considered as 
“imminent danger”, but, is an unsafe or unhealthy condition, the PCM shall notify the D-B 
Contractor, document the issue, and shall follow-up to verify prompt mitigation of the condition 
by the D-B Contractor.   

In multi-employer work-sites, each subcontractor is responsible for the safety of its employees 
and for providing a safe work site that is not subject to any hazards created by other employers 
or subcontractors working on the Project site. 

The PCM shall not cause any unnecessary delay in complying with a safety standard or in 
correcting a violation that has been reported to the D-B Contractor. In the event of disagreement 
on the appropriateness of the reported violation, resolution shall be at the level of the PCM and 
D-B Contractor’s Safety Manager. If necessary, the Authority Design and Construction Manager 
and/or the Authority’s Safety Manager may be consulted to resolve any disagreement as soon 
as possible.  

9.6 Incident Notification 

The D-B Contractor is required to develop an incident notification process for emergency 
response and reporting of incidents related to safety and security. Following appropriate 
emergency response notifications, the D-B Contractor’s first point of contact for all internal 
notifications of incidents of injury, equipment or environmental damage, near miss incidents, 
security breach, theft, vandalism, or any other incidents requiring investigations shall be the 
PCM. The PCM shall be responsible for verifying that the best interests of the Authority are 
protected with regard to the safety and security associated with the incident. The PCM shall 
immediately notify Authority Design and Construction Manager and Safety Manager and/or 
Security Manager of each incident, depending on the nature of the incident (safety or security). 
The PCM shall oversee the incident investigations, forwarding all associated incident notification 
reports, damage/loss reports, corrective action plans, and follow-up reports to the Authority’s 
Safety and/or Security Manager. The PCM shall also, maintain a copy of all reports in the 
Project record files. 
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The D-B Contractor is responsible for completing a Damage or Loss Report to report damage or 
loss caused by a D-B Contractor/Subcontractor, follow-on Contractors/Subcontractors, or other 
agencies as soon as practical after the incident is discovered so that proper reporting and 
corrective action(s) can be accomplished in a timely manner. The PCM shall receive a copy of 
this report from the D-B Contractor for distribution to the Authority Safety and/or Security 
Managers to retain one copy in the Project record files. 

9.7 Authority’s Safety Oversight and Audits 

The Authority’s Safety representatives, from time to time, may visit the Project to monitor and/or 
audit design and/or construction activities. Project personnel are required to sign-in with the 
PCM upon arrival to the site and then brief the PCM on all site observations prior to departure. 
Before leaving the construction site, the Authority’s Safety representative(s) shall brief the PCM 
on any findings resulting from this site visit. Any observations/comments requiring corrective 
actions will be issued in writing to the PCM, whom will provide appropriate written notification to 
the D-B Contractor for their immediate actions. 
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10 SCHEDULE CONTROL 

10.1 Master Program Schedule (MPS) 

The MPS is the official project schedule, containing the overall High-Speed Rail Program to 
which the schedules for various Project components must conform. The MPS integrates all 
program activities, using Oracle Primavera P6 software, including preliminary engineering, 
environmental compliance, final design, construction, force account activities, equipment 
procurement, property acquisition, commissioning, closeout and handover. The MPS is updated 
monthly based on input from all the entities working in the High-Speed Rail Program as 
applicable, inclusive but not limited to the Authority PCM and the Contractors’ Monthly 
Schedules Updates, etc. The MPS is maintained by the Authority Project Controls Group and is 
used as a standard of comparison for reporting the High-Speed Rail Program progress month to 
month and planning near term activities. Upon approval, the Contractor’s Baseline Schedule will 
be integrated into the MPS to report the current status of the Project and facilitate coordination 
at a program level.  

10.2 Baseline Schedule (BS) 

The D-B Contractor is required to prepare and submit an Interim Schedule for the first 180 days 
after NTP and an Original Baseline Schedule as per the D-B Contract specified submittal 
schedule, to provide a basis for its work plan as well as a basis for monitoring progress during 
performance of the work. The PCM shall review the following D-B Contractor’s submittals for 
accuracy, completeness and contractual compliance:  

 Proposed Interim Schedule and the Original Baseline Schedule,  

 Baseline scope,  

 Schedules,  

 Payment Milestones, and  

 Cash flow curve. 

If acceptable, the PCM shall transmit their comments and recommendations for Approval or 
Rejection to the Authority Project Scheduler with a copy to the Authority Design and 
Construction Manager or designee. The Authority Project Scheduler shall review each submittal 
received from the PCM and upon review shall transmit their recommendations for approval or 
rejection to the Authority. The Authority will review the comments and recommendations from 
the PCM and the Authority Project Scheduler, and issue Approval or Rejection with comments 
for the submittal. Upon Approval by the Authority, the PCM shall issue an “Approval” review 
status to the D-B Contractor. The Approved Original Baseline Schedule submittal will be 
established as the Contractor’s Baseline Schedule (CBS). Monthly progress reviews of the CBS 
will be completed by PCM and the Authority Project Controls Group. If rejection with comments 
is issued by the Authority, the PCM shall issue a “Rejection” review disposition along with the 
review comments to the D-B Contractor for re-submittal.  

The PCM shall log and track each Baseline Schedule submittal received to verify that the 
submittal review is completed and review disposition is returned to the D-B Contractor within the 
time specified in the Contract Documents.   
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10.3 Monthly Schedule Progress Updates 

The D-B Contractor will update their schedule activities in accordance with the Contract 
Documents and will submit the monthly Schedule Progress Updates in accordance with the 
requirements of the Cost and Schedule Controls Program specifications. The PCM will review 
each update for accuracy, completeness and contract compliance and make recommendations 
for acceptance or rejection to the Authority. The PCM shall agree, disagree, or modify the 
monthly progress schedules as-built portion of the Baseline Schedule to enable both parties to 
agree on what actual work has been performed. The PCM shall transmit the Monthly Schedule 
Progress Updates and their recommendations to Authority Design and Construction Manager or 
designee with a copy to the Authority Project Scheduler. The Authority Project Scheduler shall 
update the MPS monthly based on the accepted Contractor’s Monthly Schedule Progress 
Update.  

Upon review, if the Schedule Update is determined by the PCM and/or the Authority Project 
Scheduler to be incomplete or reports that do not conform to the contract requirements, etc., the 
PCM will transmit all review comments to the D-B Contractor. The D-B Contractor will revise the 
schedule update as necessary and resubmit it to the Authority. 

The PCM will provide a brief written narrative for key elements of the schedule including 
changes to sequencing of work, monthly accomplishments, problem areas and project 
recommendations for recovery to the Authority Project Scheduler. The Authority Project 
Schedule Group will incorporate the D-B Contractor’s schedule update in the MPS and provide 
the updated schedule to the PCM and the Authority Design and Construction Manager.   

10.4  Recovery Schedule 

Revised D-B Contractors’ schedules due to change orders, revised sequencing of work, 
unforeseen delays, etc. will be reviewed by the PCM, Authority Design and Construction 
Manager and the Authority Project Scheduler in the same manner as the Original Baseline 
Schedule submittal to confirm compliance with the contract specifications.  

The PCM will document the schedule changes and any cost or time impacts resulting from the 
revised work plan and provide them to the Authority Design and Construction Manager and 
Project Scheduler. Upon approval by the Authority, the updated Baseline Schedule shall 
become the Revised Baseline Schedule or Current Baseline Schedule from which progress and 
entitlement for adjustments in Completion Deadline shall be measured. The MPS shall be 
revised accordingly by the Authority Project Scheduler to reflect these schedule changes in the 
Current Baseline Schedule.   

10.5 Request for Extension of Time 

The PCM will confirm that any D-B Contractor’s request for extension of time is in accordance 
with the Contract Documents. 
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The PCM, Authority Design and Construction Manager and Authority Project Scheduler will 
review any D-B Contractor’s time impact analysis, Schedule Proposals, and all supporting 
documents and the PCM will take the lead to draft a recommended response to the D-B 
Contractor’s request for extension of time. Since all requests for time extension require a 
Change Order, the PCM’s recommendation will be transmitted to the Authority Project 
Scheduler for further evaluation as it relates to the Master Schedule. The recommendations, 
plus the review by the Authority Project Scheduler will follow the process indicated for a Change 
Order. 

The D-B Contractor will be required to revise their Baseline Schedule whenever the conditions 
as specified in the Contract Documents occur which includes (but are not limited to) each time a 
Change Order is approved to verify that no further time extension or compensatory requests 
result from the Change Order(s). The PCM will verify the D-B Contractor’s compliance with the 
contract requirements. 

10.6 Weekly Schedule Coordination Meetings and Monthly Schedule Progress 
Update Meetings 

The PCM shall attend weekly schedule coordination meetings with the D-B Contractor, to 
coordinate all schedule activities and to monitor the D-B Contractor’s work progress to date. The 
Authority Design and Construction Manager or designee will be updated of any issues that may 
cause potential impacts to the Current Baseline Schedule and/or the Work progress. 

The PCM shall attend the Monthly Schedule Progress Update meetings with the D-B Contractor 
and the Authority Project Scheduler, during the last week of each month to review and discuss 
the contents of the forthcoming Schedule Progress Update submittal. Additionally, the PCM is to 
review and monitor the critical path and evaluate the status of the D-B Contract and if 
necessary, to review strategies to recover the schedule. The PCM will review the Change 
Orders for potential impact to the Baseline Schedule and verify that they have been properly 
accounted for in the Updated Baseline Schedule. The PCM shall keep the Authority Design and 
Construction Manager and the Authority Project Scheduler informed of any potential issues, 
which may impact the Current Baseline Schedule and recommend resolution for each. 

10.7 Liquidated Damages 

In the event that the D-B Contractor fails to achieve Substantial Completion of the Project by the 
D-B Contract Substantial Completion Deadline, as a result of a non-compensable delay by the 
D-B Contractor, the Authority at its sole discretion may assess Liquidated Damages to the D-B 
Contractor as stipulated in the Contract General Provisions and Special Provisions. The PCM, 
after consultation and coordination with the Authority, shall pro-actively enforce this requirement 
on the D-B Contractor when applicable, up to the limitation of liability cap set forth in the D-B 
Contract.   

If monthly Schedule Progress Updates indicate that the contract work will be completed later 
than the required D-B Contract Substantial Completion Deadline and the delays are the fault of 
the D-B Contractor, then the PCM, after consultation and coordination with the Authority, shall 
notify the D-B Contractor, in writing, of the potential for withholding Liquidated Damages and the 
calculated amount stated. 
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Liquidated Damages will be calculated from the day following the approved current D-B 
Contract Substantial Completion Deadline date to the actual date that the Substantial 
Completion Deadline has been achieved and accepted by the PCM and the Authority. The 
Authority will deduct the amount of the Liquidated Damages from the Contractor’s Final 
Payment Invoice. 



Draft PCMM-Rev2 Approved Rev. 2California High-Speed Rail Authority 

Page 11-1 of 14 
Project & Construction Management Manual 

(For Design-Build Contracts)(For Design-Build Contracts) 
11 Changes and Claims 

11 CHANGES AND CLAIMS 

11.1 General 

Throughout the Project, the contract requirements and provisions may be affected by changes 
due to the following:  

 Differing Site Conditions  

 Force Majeure  

 Authority-Directed change work  

 Contractor-requested changes allowable under the D-B Contract-General Provisions that 
could affect cost, quality and schedule  

 Any other allowable circumstances as defined in the Contract Documents  

 There may, also, be instances where one of the contracting parties perceive changes to the 
D-B Contract that are not acknowledged by the other party, resulting in the issuing of a claim 
for additional time, and/or compensation.  

The D-B Contractor’s and Authority’s ability to deal with changes in a timely manner can be a 
major factor in cost savings and meeting project schedules since the change order process can 
consume a great deal of time during the project execution phases. This section describes how 
contractual changes and/or claims willl be managed including the procedures to identify 
changes, obtain authorization to effect the changes, give proper direction to the D-B Contractor, 
review and evaluate the Change Order Proposals from the Contractors, and nego-tiate an 
equitable adjustment to the Contract. Any changes to the D-B Contract Documents will be 
executed by a Change Order in accordance with the applicable D-B Contract requirements. 
Refer to the Design-Build Contract Change Order Procedure, listed in Appendix D for more 
details related to the Change Management procedures and work process. 

The goals of the Change Order process include the following: 

 Identify potential changes to the D-B Contract as soon as possible 

 Issue directions to the D-B Contractor for completion of the work  

 Negotiate fair and equitable adjustments  

 Provide prompt payment to the D-B Contractor for the changed work   

Prior to being incorporated into the D-B Contract by formal Contract Change Order, the 
contract-related changes shall be fully documented and within the authorized contract 
contingency amount in order to comply with the Authority’s and Federal and State regulations. 
Additionally, Contract Change Orders shall be approved as per the proper Authority’s Approval 
Matrix for Design-Build Construction Packages signatory authorization(s) prior to the D-B 
Contractor commencing with the changed work, whenever possible. 
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11.2 Approval Matrix for Design-Build Construction Packages 

The Authority’s Approval Matrix for Design-Build Construction Packages is to be used by the 
PCM and other Project staff. All Project staff shall comply with the specified Approval Matrix 
levels as indicated. The PCM will verify that all Contract documents are approved and 
signatures obtained as shown on the appropriate Authority’s Approval Matrix for Design-Build 
Construction Packages. 

Refer to the Authority’s Approval Matrix for Design-Build Construction Packages, which is 
included in Appendix C.  

11.3 Awareness of Potential Changes, Proposals, Claims and Disputes 

The PCM shall take a proactive approach towards claims avoidance. The PCM will continuously 
monitor all correspondence, reports and other documents to confirm accuracy, completeness, 
uniformity, and compliance with the Contract Documents. They must also, maintain an 
awareness of conditions and controversies that could lead to changes to the D-B Contract, 
claims, or disputes, such as differing site conditions and omissions or conflicting information in 
the Contract Documents. Early recognition and documentation of these situations will provide a 
clear record and audit trail. It is essential that the PCM keep the Authority Design and 
Construction Manager informed of these matters. The PCM is responsible to maintain a Trends 
log, in CMS, to log and track all potential changes when each is first known, through to close out 
of the CO. A standard Trends Log is to be used and is included in Appendix G. 

It is the PCM’s responsibility to pro-actively pursue all contract changes, especially those 
involving cost and time impacts, and D-B Contractor claims from inception through resolution 
and closeout. 

11.4 Authority-Directed Changes 

When a potential change to the D-B Contract is initiated and authorized by the Authority, the 
PCM will prepare the Finding of Fact (FOF) form (see Section 11.6 below) and obtain 
authorization from the delegated Authority’s Representative and the Change Control Committee 
(CCC), if required as per the DOA. Upon the Authority’s approval, the PCM will prepare a 
standard Directive Letter form (DL) for signature by the delegated Authority representative and 
then, will issue the signed DL to the D-B Contractor, providing direction as stated in the DL. The 
PCM will track and maintain the log of all DLs, in CMS, and update the status of each, at least 
weekly. As each potential change advances through the change management process, all 
related documentation will be linked to the Change Management Log and tracked in Share Point 
by the PCM until completion of the changed work and/or closeout. The Finding of Fact, Notices, 
Change Management, and Change Order modules will provide a historical record and complete 
document trail for each potential change from the Authority.  

For any COs subject to CCC approval and as directed by the Authority, the RDP may perform a 
concurrent high level change order assessment to evaluate the completeness of the relevant 
change documentation, consistency with the contract terms, and adequacy of the schedule 
analysis.   

Furthermore, the RDP Environmental team will review each proposed CO to determine if any 
environmental impacts are identified which may require the Re-examination process to be 
initiated. 
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The Authority may initiate a proposed Authority-directed change by submitting a “Directive 
Memorandum” to the Design and Construction Manager for their review and evaluation.  The 
Directive Memorandum will, usually, be submitted for proposed technical changes to the D-B 
Contract by the HSR Engineering group or may be submitted by other authorized HSR groups. 
The Design and Construction Manager will determine if the Directive Memorandum will be 
processed as an Authority-directed change and advise how to proceed accordingly.  The Design 
and Construction Manager may consult with the PCM or any other Authority groups, as needed, 
for their input and/or recommendations as to how to proceed.  If the Authority decides to issue a 
proposed Authority-directed change, the PCM will prepare a Directive Letter for signature by the 
Authority’s Design and Construction Manager and then, will issue it to the  D-B Contractor for 
their actions as stated in the Directive Letter.  A “Directive Memorandum” sample is included in 
Appendix G for use on the Project.   

Refer to the standard Finding of Fact (FOF) form, the standard Directive Letter (DL) form, and 
the Notice Log, Change Management Log and Change Log which are included in Appendix G 
and will be used for the Project. 

The Authority will inform the FRA of all Authority-Directed changes,when a DL has been issued 
to the D-B Contractor, during the regularly scheduled CCC meetings, if applicable. 

11.5 Change Notices from Contractor  

As a condition precedent to the Contractor’s right to a Change Order, the D-B Contractor must 
submit a written Contractor’s Change Notice (CN) with the required information as specified in 
the D-B Contract Documents. The PCM will prepare an acknowledgement letter to send to the 
D-B Contractor in response to the D-B Contractor’s CN, which will acknowledge receipt of the 
CN and may deny merit or acknowledge merit (If known) and/or  request additional information 
and/or request a Change Order Proposal. The PCM will prepare the Finding of Fact form (FOF) 
for each CN submitted by the D-B Contractor and provide their determination for merit and the 
contractual reasoning for their findings.The PCM will track and maintain all CNs in CMS, and 
update the status of each CN, at least weekly. As each CN progresses through the change 
management process, all documentation related to the CN will be linked and tracked by the 
PCM, in CMS, until completion of the changed work and/or closeout. The Finding of Fact, 
Notices, Change Management, and Change Order module will provide a historical record and 
complete document trail for each potential CN. A standard Contractor’s Change Notice Form 
(CN) and standard Notice Log are included in Appendix G for use on the Project. 

If the PCM has reviewed the CN and has determined that there is “no merit” found for the 
submitted CN, the PCM will record their determination with the reasons for their findings on the 
FOF form.  The basis for the rejection of the CN, as recorded in the FOF, must cite the 
applicable Contract requirements. Subsequently, the PCM shall issue a letter to the D-B 
Contractor advising that no merit has been found, along with stating the reasons for this merit 
determination and that this CN is considered to be closed.  

Upon receipt of a written CN from the D-B Contractor, whereby the D-B Contractor cannot 
proceed with the work that may result in additional costs to the Authority, the PCM will 
immediately notify the Authority Design and Construction Manager of any of the following 
situations: 

 Unanticipated conditions  
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 Differing site conditions or  

 Any other unknown condition(s) allowable in the D-B Contract 

If the PCM is given verbal direction from the Authority Design and Construction Manager or 
other delegated Authority’s representative to proceed with the changed work, it is important for 
the PCM to keep detailed written records of all agreements made, relevant conversations, and 
actual work performed, etc. in the Field Engineer’s Daily Reports and Project Diaries as 
appropriate.  Such documentation shall be provided to the Authority Design and Construction 
Manager in an appropriate and timely manner.  

When the PCM has determined that the CN has merit, they will prepare the FOF with their 
findings and recommendations and then, submit it to the Design and Construction Manager for 
their review and determination of concurrence or rejection of the CN.  The DCM will sign-off on 
the FOF with their determination and may advise the PCM how to proceed.  The PCM may 
prepare and issue a Directive Letter to the D-B Contractor, if the changed work is critical to the 
schedule and/or may result in additional costs to the Authority, as determined by the Authority 
Design and Construction Manager.   

The D-B Contractor will submit their Change Order Proposal (COP) as specified in the Contract 
Documents. The Contractor shall use the standard Change Order Proposal (COP) Form, which 
is included in Appendix G, to submit with the COP for the Authority’s review. The PCM will 
review the Contractor’s Change Order Proposal, in coordination and consultation with the 
Authority Design and Construction Manager, to assess and determine if any merit may be found 
by the Authority and if so, that the COP is a fair and equitable value for the change order work.   

Whenever possible, any CN and COP submitted by the Contractor (with the Authority’s 
concurrence of entitlement), should be negotiated and an executed CO issued prior to 
proceeding with the work. However, in the event that a negotiated agreement cannot be 
reached, the PCM will draft a Directive Letter for signature by the Authority’s Design and 
Construction Manager or other delegated Authority representative and transmit it to the D-B 
Contractor, which will direct the D-B Contractor to proceed with the work on a Time and Material 
or Change Order Accounting basis until completion. When the Work is completed and accepted, 
the D-B Contractor will submit their COP in accordance with Section 11.10, Time and Material 
Change Orders. 

For any COs subject to CCC approval and as directed by the Authority, a concurrent high level 
change order assessment to evaluate the completeness of the relevant change documentation, 
consistency with the contract terms, and adequacy of the schedule analysis may be performed.   

Furthermore, the RDP Environmental team will review each proposed CO to determine if any 
environmental impacts are identified which may require the Re-examination process to be 
initiated. 
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11.6 Finding of Fact  

The Finding of Fact (FOF) document will be prepared by the PCM for both, Authority-Directed 
Changes and Contractor requested changes. The PCM will describe the scope and extent of the 
change in detail, substantiate the justification or rejection for the change, provide a listing of 
affected contract documents (drawings and/or specifications), provide complete backup and 
history of the change, prepare an independent cost estimate, prepare a schedule analysis, if 
required, provide PCM’s recommendations for merit determination and assessment of the 
potential change, if applicable (for CN’s only), prepare the record of negotiations, etc.  The 
standard Finding of Fact (FOF) Form is included in Appendix G and will be used for the Project. 

The PCM is responsible to consult with and coordinate the review of all potential changes within 
the relevant Authority functional or departmental groups for input or comments (as listed on the 
FOF form) for their input and comments, including Rail Operations and Maintenance, 
Engineering, Environmental, Quality, ROW, Interface, Third Parties, Stakeholders, and any 
others, as may be required, and to incorporate all applicable comments into the change order. 
All review comments will be attached or linked within the appropriate sections on the FOF form, 
as required. 

When the PCM has determined that the CN has merit, they will prepare the FOF with their 
findings and recommendations and then, submit it to the Design and Construction Manager for 
their review and determination of concurrence or rejection of the CN.  The DCM will sign-off on 
the FOF with their merit determination and may advise additional direction as to how to proceed.  
The PCM may prepare and issue a Directive Letter to the D-B Contractor, if the changed work is 
critical to the schedule and/or may result in additional costs to the Authority, as determined by 
the Authority Design and Construction Manager.   

The Authority will review all authorized changes, based on the completed FOF, for potential 
program-level implications. If the change is determined to be a program-level change, the 
Authority will begin the Configuration Management process, as specified in the Program-Level 
Configuration Management Plan and Procedures, which is listed in Appendix F. 

The FOF shall include the names and signatures of the preparer(s) and the approver(s) of this 
document and it will be uploaded into SP by the PCM for the Project records.  

If any potential change is required to be presented to the Change Control Committee (CCC) for 
review and approval, the FOF will be distributed to all CCC members prior to the regularly 
scheduled CCC meeting for their review and comments or concurrence and/or direction for 
further actions, etc. as needed. 

The completed FOF forms will provide a complete auditable record from the initial submission of 
the CN or issuance of the DL until negotiations have been concluded and the Record of 
Negotiations have been prepared, including the basis for the agreement(s) and estimates to 
justify the negotiated final costs. 
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11.7 Negotiation Process 

For Authority-Directed changes, the PCM will prepare an independent cost estimate and a time 
impact estimate as soon as possible, and preferably, prior to receiving the D-B Contractor’s 
Change Order Proposal. Also, for Change Notices submitted from the D-B Contractor, if there is 
sufficient information provided or it is available from another reliable source, the PCM will 
prepare an independent cost estimate and a time impact estimate as soon as possible, and 
preferably, prior to receiving the D-B Contractor’s cost proposal. The PCM shall use Timberline 
(or equal) estimating software for preparing the independent cost estimates for the Authority’s 
review.   

Changes to the D-B Contract, in the amount of $100,000 and above, will require an independent 
cost estimate for the proposed changed work by the PCM. The estimate must contain any 
schedule impacts, if applicable.  

Whenever possible, the independent cost estimate should be prepared and dated before the D-
B Contractor’s COP is received. However, where the D-B Contractor’s COP predates the 
independent cost estimate, a certification must be prepared by the PCM stating that this cost 
estimate was prepared independent of the D-B Contractor’s COP.   

For smaller changes of less than $100,000, the PCM may prepare a rough order of magnitude 
cost estimate (ROM) or an engineer’s estimate for comparison with the Contractor’s COP, in 
lieu of preparing an independent cost estimate. However, there may be a tendency for the D-B 
Contractor to try to separate some larger changes into multiple smaller changes, each of less 
than $100,000, in order to circumvent the CO approval process, with their expectations to get a 
quicker negotiated agreement and payment for certain changed work. The PCM must 
emphasize to the D-B Contractor that this approach to the change management process is 
unacceptable to the Authority and will not tolerated. The PCM shall monitor the Contractor’s 
submitted CNs and COPs to confirm that the D-B Contractor does not take such an approach.  

When the Contractor has submitted their Change Order Proposal, the PCM will review and 
compare it with the independent cost estimate or engineer’s estimate (depending on total 
estimated value) and will prepare their merit assessment, cost and schedule analysis and final 
recommendations for review and approval by the Authority Design and Construction Manager or 
other delegated Authority representative, depending on the Approval Matrix for Design-Build 
Construction Packages limits. The FOF form is to be updated to record the PCM’s analysis, 
evaluation, and recommendations of each COP submitted. The PCM must verify that a cost or 
price analysis is performed for all potential Change Orders. The Cost/Price analysis is defined 
as the review and evaluation of the separate cost elements of a Contractor’s COP. The 
objective of the cost analysis is to verify that the costs submitted in the Contractor’s COP will 
accurately reflect the Contractor’s actual costs incurred in performing the changed work and 
these costs are fair and equitable compensation for this work.  

The PCM shall submit the updated FOF, which will include any technical and other relevant 
reviews as required, and other supporting documents attached, the cost and schedule analysis 
and recommendations from the PCM, etc. as required, to the Authority Design and Construction 
Manager or other delegated Authority’s representative via SP for  review. The Authority will 
review these documents and advise their concurrence and/or comments related to the preferred 
negotiating position. Typically, the PCM will take the lead in the negotiations with the Contractor. 
However, the PCM will consult with the Authority Design and Construction Manager to confirm 
who will lead each negotiation session and the proposed negotiation strategy to be used.  
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A pre-negotiation (strategy) meeting, if deemed necessary, may be held to discuss the 
proposed change issues, the recommended negotiating strategy, who should lead the 
Authority’s negotiation team and any other related discussions. With concurrence from the 
Authority, the negotiation meeting(s) may be scheduled to resolve a number of changes 
individually or bundled together.  

The PCM will coordinate with the Contractor to schedule the negotiation meeting.   

At the negotiation meeting, if a settlement agreement is reached with the D-B Contractor, a 
verbal conditional agreement can be given to the D-B Contractor, but may be subject to the 
further approval levels within the Authority, (depending on the Approval Matrix for Design-Build 
Construction Packages level required). The PCM will coordinate with the Authority as needed, 
to obtain the appropriate approval(s) as quickly as possible and confirm the agreement terms 
with the D-B Contractor.   

Upon approval from the Authority, the PCM will update the FOF form, describing the negotiation 
details/agreements in the Record of Negotiation Section (RON), including all of the pertinent 
details from the negotiation meeting(s). The RON records shall list all participants and the dates 
of all negotiation meetings. The RON will include the items examined, production, material costs 
and quantities, equipment rates and hours of use, time delay analysis, etc. The actual 
agreements will be defined item by item (e.g. costs of labor, materials, equipment, 
subcontractor, overhead and profit, and time). Any unresolved items will be identified, and both 
the Authority and D-B Contractor positions will be fully recorded and qualified. As an option, the 
RON may be prepared as a separate document and attached to the related FOF file in SP.  

Following the RON record, the lead negotiator from the Authority’s team or designee may 
prepare the Proposed Change Order form (PCO) as soon as possible after final negotiations 
have been concluded. The PCO will record the general terms and conditions of the negotiated 
agreement, including the agreed payment method and specific payment items and amounts, 
which will be confirmed by the representatives of the negotiation parties from the D-B 
Contractor, the Authority, and the PCM.  PCM is responsible to upload the PCO into CMS and 
to transmit the final PCO to the Contractor, the Authority Design and Construction Manager, and 
other Authority staff as needed, for their concurrence.  

The PCM will assign the CO cost codes onto the PCO, using the standard CO coding 
convention found in Section 9 of the Design-Build Change Order procedure, to identify and track 
all related costs in the appropriate cost category. The final PCO is the primary record document 
of the negotiations agreement for all parties and will be used as the basis for the preparation of 
the Contract Change Order form.   

As an option for each Project, with the concurrence of the Authority Design and Construction 
Manager, the PCM may not be required to prepare a PCO form and may proceed directly to 
preparing the draft CO form.  In this case, the standard CO code will be assigned and recorded 
on the CO form and tracked in the Change Order module in CMS. 

Multiple PCOs may be combined into one separate Change Order, upon concurrence for the 
delegated Authority’s representative.  

The standard Proposed Change Order (PCO) form is included in Appendix G and it may be 
used by the PCM for preparing and distributing these documents. Also, the Design-Build 
Design-Build Contract Change Order Procedure, which is listed in Appendix D, provides more 
details related to these CO procedures. 
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11.8 Executed Change Orders  

After distributing the final PCO to all parties, the PCM, in consultation with the delegated 
Authority’s representative, will prepare the draft Change Order form (CO). The PCM will transmit 
the draft CO form to the Authority Design and Construction Manager or other delegated 
Authority’s representative and Authority Change Control Manager for review and the Authority’s 
concurrence.  

Prior to the execution of each CO, the source of funding, whether from contingency or transfer 
from other sources shall be confirmed.  Also, the Authority’s Chief Financial Officer (CFO) shall 
confirm that the funds have been encumbered for each Change Order as described in the 
Design-Build Contract Change Order Procedure.  

Upon the Authority’s concurrence, the PCM will transmit one original of the CO document to the 
D-B Contractor for their signature. After the D-B Contractor has signed this document, the 
Contractor will transmit the original signed CO form to the PCM and the PCM will forward it to 
the Authority Design and Construction Manager or other delegated Authority representatives for 
final approvals and signatures as per the Authority’s Approval Matrix for Design-Build 
Construction Packages.  

When the CO has been approved and signed by the delegated Authority representatives, the 
original fully executed CO document will be transmitted to the D-B Contractor by the PCM and 
one scanned hard-copy of the original executed CO document will be retained in the PCM’s 
record files. Also, an electronic copy of the executed CO will be uploaded by the PCM into the 
Change Order module in CMS for the Project records.  

The PCM shall track and maintain the current status of all potential Changes from receipt of 
Change Notices or issued Directive Letters in the Change Management Log in SP until each 
one is fully closed out.  The PCM will upload, maintain, and archive all related Change 
supporting documents (including DL. CN, COP, ROMs, Independent Estimates, PCOs, CO, and 
any other related documents) into the individual CO files within the Change Management Log to 
faciliate access to all change documents throughout the change order process and until close 
out of the Project.   

Refer to the standard Change Order (CO) form, Change Log and the Change Management Log, 
which are included in Appendix G and these forms and logs will be used on the Project. 

The Authority will notify the FRA of all executed COs during the regularly scheduled Change 
Control Committee meetings, if applicable. 

11.9 Change Orders and Task Orders for Contract-Specified Provisional Sum 
Items 

The Authority may elect, in its sole discretion, to pay for related Change Order work with funds 
from the Contract-Specified Provisional Sum values (to the extent of any available funds in the 
Provisional Sum), or the Authority may elect to pay for any Change Order with other funds, as 
specified in the D-B Contract. If, at any time, a positive balance remains in the Provisional Sum 
amount specified in the D-B Contact, the Authority may elect to deduct the balance from the 
Provisional Sum amount and credit such amount to the Authority. 
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Payment for any Provisional Sums items may be authorized by an executed Task Order 
Proposal (TOP) or an executed Contract Change Order (CO), at the option of the Authority 
Design and Construction Manager.    

If the Authority elects to use CO’s to authorizing payment from Contract-specified Provisional 
Sums items, the PCM will follow the same Change Order process as described in Section 11, 
Changes and Claims, except these COs will include the following additional details; 

 Each CO will have a “net zero dollar” value (increase of contract price offset by reduction of 
provisional sum) 

 Each CO will specify the related Provisional Sum item(s) from which payment will be made 
and all related payment items to be used for payment of this work 

 Contract Price will be increased based on the related total CO work costs as negotiated with 
the Contractor or as unilaterally determined by the Authority, if no mutual agreement could 
be reached. 

 CO will state that the related Provisional Sum item(s) total amounts will be reduced by the 
related CO work costs as negotiated or as unilaterally determined by the Authority as stated 
above 

 CO will state that the Total Contract Price value (Contract Price plus Total Provisional Sum) 
will remain the same value 

The PCM will log and track each CN, DL, COP, PCO and CO related to Contract-Specified 
Provisional Sum items from initial submission from the D-B Contractor until completion of all 
related work and until all related payments have been made. 

If the Authority elects to use TOP’s to authorize payment from Contract-specified Provisional 
Sums items, the PCM will follow the Task Order process as described in Section 3.9.6, Payment 
from Provisional Sum Items. 

11.10 Time and Material Change Orders 

When a negotiated agreement cannot be reached in advance on items of extra work or 
perceived extra work or for any other reason which may result in additional cost and/or schedule 
impacts to the Contract work, the PCM will prepare a draft Directive Letter for signature by the 
Authority Design and Construction Manager or other delegated Authority representative-based 
on the Authority’s Approval Matrix for Design-Build Construction Packages, to direct the 
Contractor to proceed on a Time & Material (T & M) basis or Change Order Accounting basisin 
accordance with the applicable D-B Contract Documents. The PCM shall also prepare 
documentation explaining the need to proceed with the work in advance of a fully executed 
Change Order (i.e. what is being impacted and why). During the execution of this work, the D-B 
Contractor shall prepare and maintain the T & M records on a daily basis on the standard Daily 
Cost Tracking Report-Field Form. The PCM shall monitor the D-B Contractor’s T&M work and 
verify that it is being performed in a reasonable and cost efficient manner. The PCM shall review 
the actual total quantities of labor, equipment, and materials, etc. used by the D-B Contractor 
and provide their concurrence signature on the Daily Cost Tracking Report-Field Form daily. 
Good communication and coordination between the PCM and the D-B Contractor is essential to 
determine that the work is performed in the most cost and schedule efficient manner. 
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Agreement between the PCM and the D-B Contractor on the equipment to be used and the 
established equipment rates at the beginning of each work activity is very important. In addition, 
if the D-B Contractor brings equipment onto the D-B Contract site solely for the T & M work, the 
D-B Contractor is entitled to reimbursement for transportation costs, both to and from the D-B 
Contract, as well as, the time of loading and unloading the equipment and when the equipment 
is being operated during the T & M work paid for under the CO. Utilizing equipment already on 
site may be more cost efficient, as long as the other work is not impacted and the equipment is 
not disproportionately sized. 

Labor rates are established based on the certified payrolls. The PCM and the D-B Contractor 
will coordinate the size of the labor force required and the cost effectiveness of authorizing 
overtime, if required. 

The requirements for materials used on a T&M basis are the same as any other materials 
utilized on the D-B Contract. Materials may be used from existing stock if supported by 
certification and vender invoices. If any existing stock may have already been paid for by the 
Authority as “Unincorporated Materials”, the PCM shall perform the necessary reconciliation so 
that no double payment occurs. 

The rates and mark-up shall be used for calculating the change in the Contract Price as 
specified in the D-B Contract.   

Upon completion and acceptance of the T & M work or on a monthly basis, if agreeable by the 
Authority, the D-B Contractor shall submit their COP, which will include all signed Daily Cost 
Tracking Report-Field forms, the related standard Time and Material/Change Order Accounting 
Cost Report forms, and all required back-up documents for the Authority’s review and approval. 
Upon receipt of the COP, the PCM will review these documents and make their 
recommendations to the Authority Design and Construction Manager for issuance of a PCO, if 
acceptable. If the PCM finds the COP to be incomplete or inaccurate, the PCM will send their 
comments to the D-B Contractor to revise the COP.  

The PCM and the D-B Contractor may need to arrange a meeting to discuss and resolve the 
comments before the revised COP is re-submitted by the D-B Contractor. When there is mutual 
agreement on the total costs between the PCM and the D-B Contractor, the D-B Contractor will 
resubmit their COP for the Authority’s review and approval.  

Upon approval by the Authority, the PCM will prepare a Proposed Change Order (PCO) for the 
completed work. The PCO and the subsequent CO will follow a similar process as other PCOs 
described in Section 11, Changes and Claims and the Design-Build Contract Change Order 
Procedure, which is listed in Appendix D. The standard Daily Cost Tracking Report-Field and 
Time and Material/Change Order Accounting Cost Report forms are included in Appendix G and 
are to be used on the Project. 
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11.11 Unilateral Change Orders 

As part of the normal Contract administration process, Change Orders will be agreed to and 
signed by the D-B Contractor and the Authority. However, in the event that the D-B Contractor 
disagrees with the terms of the Change Order, the Authority may direct the Work to proceed by 
processing a unilateral Time and Material Change Order or other CO as allowable in the D-B 
Contract Documents. This situation may occur when the D-B Contractor is not willing to do the 
work, or may agree to do the work, but disagrees with certain terms of the specific Change 
Order, e.g.-total costs or time extensions. In the case where the D-B Contractor has been given 
the opportunity to sign the Change Order, but refuses to provide their signature, the Authority 
may direct the D-B Contractor to proceed with the changed Work as specified in the unilateral 
Time and Material Change Order or as allowable in the D-B Contract Documents. 

The PCM will prepare the Directive Letter for the Authority’s review and approval signature and 
then, upon the Authority’s approval, the PCM will transmit it to the D-B Contractor for their 
immediate actions. This work, as directed and performed, will be calculated using the Time & 
Material process as specified in the Contract Documents and as indicated in Section 11.10, 
Time and Material Change Orders in this Manual.  

Issuing a unilateral change order allows the work to proceed without agreeing to the terms and 
details of the change. An unsigned Change Order, however, indicates that the D-B Contractor 
does not agree with all terms of the Change Order, and therefore, the directed work may be 
considered as a claim or dispute if the D-B Contractor submits such written notice. Reference is 
made to Section 11.13, Contractor’s Disputes in this manual. 

In addition, this type of CO may be used to modify the D-B Contract where there are no cost or 
schedule impacts. The Unilateral Change Order process will be similar with other COs, with the 
exception of obtaining the D-B Contractor’s signature. 

Emergencies may require immediate action by the D-B Contractor. If it is deemed that the 
proposed changed work must proceed immediately to avoid unnecessary costs and/or 
unrecoverable delays to the D-B Contract Work and/or schedule, the D-B Contractor may be 
directed to proceed by the Authority using an Unilateral Change Order, up to a specific dollar 
amount. 

The use of a Unilateral Change Order should be limited to those instances when the critical 
nature of the changed work and/or the scope of this work make it impracticable to forward price 
the change or to have a Change Order approved and signed in advance of the critical work 
being performed.1 

                                                      
1 Note: The Authority Design and Construction Manager or other delegated Authority representative must approve and sign each 

Unilateral Change Order prior to each being sent to the Contractor. 
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11.12 Federal Railroad Administration Review of Change Orders (if applicable) 

Those design changes, which also require a contract change order to modify the D-B 
Contractor’s scope of work, will follow the change approval process in accordance with the 
contract requirements. After the Authority have determined that the request for change order 
has merit, the Authority will notify the FRA, typically, during the regularly scheduled Change 
Control Committee meeting. It will also be routed for environmental review, if necessary, to 
follow the same environmental review and documentation (consistent with NEPA and CEQA 
regulations) as the design change process as specified above. 

For any potential change order that are minor in nature environmentally, it does not require 
circulation and will be documented on a memo to file by the PCM, with a copy forwarded to the 
FRA for their concurrence and the change order negotiation process will continue. For any 
potential change order that require a supplemental EIR/S circulation, the Authority will send it to 
FRA for their review and concurrence before final approval and signature of the change order. 

Potential Change Orders that do not require modifications to the approved environmental 
documents will follow the standard contract requirements. In addition, the Authority will send a 
copy of each potential Change Order to the FRA for information, upon determination of merit by 
the Authority. For potential Change Orders that are significant and change the original project 
concept, the Authority will send each one to the FRA for their review and approval.  All Authority 
approved change orders will be regularly reported to the FRA, including all required supporting 
documentation, during the regularly scheduled Change Control Committee meetings.  

This process is shown in the Design-Build Contract Change Order Procedure Flowchart 
included in Appendix D. 

11.13 Contractor’s Disputes 

11.13.1 Dispute 

When the D-B Contractor believes that a potential dispute situation has occurred, the D-B 
Contractor shall first seek to resolve the dispute through the partnering process, using the issue 
resolution ladder in accordance with the Authority’s Approval Matrix for Design-Build 
Construction Packages (in Appendix C). If the dispute cannot be resolved through partnering, 
the D-B Contractor shall submit a written dispute, including the required documentation and 
supporting data in accordance with the Contract Documents, for the PCM’s review and 
recommendations and the Authority’s decision. If the written notice is incomplete, the PCM shall 
immediately notify the D-B Contractor in writing. The PCM will notify the Authority Design and 
Construction Manager and the Authority’s Program Claims Team (PCT) of all potential 
Contractor’s claims or disputes and keep each updated on the status of each such issue. The 
PCM will evaluate each dispute for entitlement, including labor, material and equipment, and 
attach any supporting documentation from the field records, and all available additional 
background information concerning the dispute. The PCM shall provide their recommendations 
regarding entitlement, potential exposure and strategies for resolution for the Authority’s review, 
their decisions and the follow-up actions required. In addition, the PCM will provide a copy of 
their analysis and recommendations to the PCT for their review and comments.  The PCT will 
provide their comments to the Authority. The DOA matrix indicates the steps and levels of 
authority within the Authority for resolution of all claims and disputes. 
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The PCM will provide copies of all dispute documentation to the PCT during each issue 
resolution step through the partnering process.  The PCT will review and comment and make 
recommendations as needed to the Authority to support and faciliate the dispute resolution 
process on behalf of the Authority.The PCM will maintain a potential claims/dispute record file in 
CMS for each claim/dispute, which may result in additional costs or time impacts. This record 
file will include (but are not limited to) the following: 

 A chronology of all related written correspondence for each claim/dispute  

 Meeting minutes related to discussions with the D-B Contractor to discuss and attempts to 
resolve each claim/dispute and the related cost and schedule impacts 

 Written recommendations from the PCM and PCT for settlement of each claim/dispute    

 Minutes of meetings with the D-B Contractor to discuss the claims/disputes in order to 
understand each other’s position and options for timely resolution, etc. 

 Following meeting discussions with the D-B Contractor, the PCM shall prepare individual 
merit assessments and analysis documentation with their recommendations regarding 
entitlement and strategies for settlement to the Authority. A copy of the merit assessment 
and analysis documentation shall be included in the files. 

 Have further communications, as needed, with the delegated Authority’s representatives to 
assist the Authority with developing strategies, making decisions, and determining further 
actions to be taken for resolution or disputing the claim/dispute. The PCM shall prepare 
notes of these communications and include copies in the project files. 

 Documentation on the selection of the DRB members who will review claims/disputes, if 
applicable 

 Copies of all written responses to D-B Contractor, stating the Authority’s final 
positions/directions for each dispute. 

 Copies of the DRB’s final written decision for the dispute, if applicable. 

 If the Authority decides to settle the dispute, the PCM shall proceed to negotiate and resolve 
the dispute with the D-B Contractor as per the Authority’s direction. The PCM shall 
document these negotiations and include copies in the Project document control system. 

In addition, the PCM is responsible for the following: 

 Maintain a claims/disputes log of all claims and disputes with time and cost estimates, 
relevant dates, and any disputes relationship with other disputes until each dispute is closed 
out. The log will reflect the status of all issues/disputes through to final resolution. 

 Submit monthly claims/disputes status narrative reports and logs with trend analysis as part 
of the PCM’s Monthly Compliance Status Report 

 If requested by the Authority, the PCM shall provide expert witnesses to assist in the 
evaluation and resolution of the D-B Contractor’s dispute. 
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Refer to the “Program Claims Team Review Process” Flowchart, which is included in Appendix 
E for more details. 

11.13.2 Dispute Resolution Board 

A standing Dispute Resolution Board (DRB) will be established to assist in the resolution of 
disputes, claims and other controversies in accordance with the Contract Documents. The PCM 
will assist the Authority in the DRB selection process by communication and coordinating 
between the delegated Authority’s representative and the D-B Contractor to facilitate the 
approval of the proposed DRB members, as specified in the Contract Documents. The PCM 
may assist with the negotiations of an interim agreement with these two respective DRB 
members. After selection of the third DRB member, the PCM may assist and facilitate the 
execution of the three party agreements in a timely manner, which is included in the Signature 
Document. 

The PCM shall provide assistance and support to the Authority, as needed, prior to, during, and 
after the DRB operations and process, including meeting with the D-B Contractor and the 
Authority to resolve disputes related to cost and schedule issues. Any known or anticipated 
deviation from the schedule, which cannot be resolved, shall be noted and brought to the 
attention of the Authority. 

If any dispute can not be resolved through the partnering process and the dispute will be 
submitted to the DRB for resolution then, the PCM will draft a Position Paper for the related 
dispute.  Each Position Paper will be reviewed by the PCT and the Authority and their 
comments will be incorporated in the final Position Paper, as needed, prior to submission to the 
DRB. 

During the DRB hearings, representatives from the Authority, PCM and the D-B Contractor shall 
attend as required. The PCM will assist the Authority to present their evidence, documentation 
and testimony in support of the Authority’s position. 

The DRB will issue their final decision for resolution of the dispute in writing to the Authority and 
the D-B Contractor in accordance with the Contract Documents. The PCM shall log, track and 
distribute these documents to the Authority representatives as needed. If neither party appeals 
the DRB’s decision to Arbitration as allowed by the D-B Contract and applicable laws, the DRB 
decision shall be final. The PCM shall promptly proceed with the Change Management process 
if any contract changes are required. 

Refer to the “Program Claims Team Review Process” Flowchart, which is included in Appendix 
E for more details. 

11.13.3 Mediation/Arbitration/Court  

If either Party disagrees with the DRB’s decision as allowed by the D-B Contract and applicable 
laws, the Party may request mandatory arbitration in accordance with the terms of the contract. 
The PCM shall assist the Authority with the process of selecting three arbitrators and arranging 
the Arbitration hearings process. The Arbitration Hearing, if needed, will follow in a similar 
manner with the DRB process as described in the Contract Documents.  The PCT will take the 
lead in the dispute resolution process during Mediation, Arbitration, or Court, if required. 
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12 RIGHT OF WAY 

The Right of Way Acquisition process is a critical element for the construction of the High-Speed 
Rail Program. The Authority has procured multiple Right-of-Way Consultants and multiple Right-
of-Way surveying firms to implement and facilitate the survey, appraisal, negotiation and 
acquisition of the required Right-of-Way (ROW) parcels along the High-Speed Rail Program 
alignment. These Consultants are contracted by the Authority with day-to-day management by 
the Authority ROW Contract Managers, with coordination and guidance from the ROW Manager 
(ROWM). The ROWM shall perform oversight and coordination of the Authority’s Consultants 
performing ROW activities as required in accordance with the ROW Acquisition Plan. The 
ROWM shall be responsible to coordinate between the Authority and the PCM to facilitate the 
D-B Contractor’s access to the ROW parcels as require in the approved Contractor’s Baseline 
Schedule. 

The PCM shall become familiar with the specific ROW acquisition requirements for each D-B 
Contract based on the Authority ROW Acquisition Plan and the Contractor’s Approved Baseline 
Schedule. In order to verify that these commitments are complied with, the PCM shall 
understand all agreements, stipulations, and commitments made by the Authority to the 
property owners, which may or may not have been incorporated into the Contract Documents. 
The Authority ROW Manager or designee will provide all such documents to the PCM for their 
use, and to transmit each to the D-B Contractor, as required. 

The PCM shall be responsible to coordinate between the D-B Contractor, the Authority ROW 
Manager, ROWM, and the ROW Consultants so that the property access is efficiently 
coordinated. However, if the acquisition of an individual or a group of parcels may be delayed, 
the PCM, in coordination with the D-B Contractor and the ROWM, will review the construction 
schedules and ROW trending information to develop the options for work-around options, as 
required. 

In addition, the PCM shall provide oversight management including the following (but may not 
be limited to): 

 Coordinate information-sharing workshops between the Authority ROW Manager, ROWM, 
and the D-B Contractor as required. Meeting minutes, including the Meeting Sign-in Sheet, 
shall be prepared by the D-B Contractor and sent to the PCM for review and concurrence. 
The PCM shall distribute each to the Authority, as needed.  

 Check the D-B Contractor’s ROW report submissions for D-B Contract compliance 

 Provide oversight of the D-B Contractor’s temporary construction easements activities so 
that proper access is granted to meet the planned construction work schedule 

 Work with the D-B Contractor to review and comment on the access maps (for the adjacent 
property owners) as required 

 Administer the change control process for changes to the Baseline ROW Acquisition Plan as 
needed 

 Monitor and record D-B Contractor’s actions following a change in the ROW Acquisition Plan 

 Coordinate with the Authority ROW Manager and ROWM in the management of any excess 
or surplus land. If requested by the D-B Contractor, excess land may be available for the D-
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B Contractor’s use pending any environmental clearances, land uses requirements, etc. as 
required 

 Issue ROW certificates to the D-B Contractor to authorize the D-B Contractor to access the 
ROW property when the properties are acquired   

The D-B Contractor shall be responsible to identify and acquire any additional temporary 
easements required by the D-B Contractor to perform the design and construction work, which 
have not already been identified in the ROW acquisition plan and acquired by the Authority. The 
PCM shall monitor the D-B Contractor’s compliance with Contract Documents and the schedule 
requirements. 

The PCM shall log, track and monitor all acquired ROW parcels, which have been given 
authorization by the Authority, to access and occupy by the D-B Contractor in order to assure 
the Authority that the construction will not start in any areas, which have not been acquired and 
authorized by the Authority.  

Refer to the Right of Way Process Flowcharts included in Appendix E for more details of the 
roles and responsibilities. 
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13 PUBLIC INVOLVEMENT 

13.1 General 

Public awareness and community relations efforts will be critical to the public acceptance of the 
Program. Communications, community involvement, and minimizing impacts to businesses, 
residents and traffic are critical components to the successful implementation of the Project. The 
Authority has developed a Community and Outreach Manual (COM), listed in Appendix F, which 
includes a Program-wide set of goals and objectives for construction-related activities, including 
community relations (with specific outreach to impacted businesses, residents and others), 
construction and traffic mitigation, public information and responsiveness to public concerns 
along with the roles and responsibilities for all employees working on the Project when dealing 
with the media and elected officials and their staff. The Authority’s COM will be updated by the 
Authority through a collaborative effort with the PCM and the D-B Contractor to create and 
maintain an ongoing process for Project communication between the Authority, D-B Contractor, 
PCM, key stakeholders, agency representatives, and the general public for the Project.  

The D-B Contractor is expected to provide the experience and expertise to effectively implement 
a program that will accomplish the goals identified by the Authority, which include:  

 Maintain, improve and build positive Public Involvement of the High-Speed Rail Program; 

 Providing regular reports on the D-B Contract’s progress to the PCM and the Authority;  

 Providing meaningful mechanisms for community outreach and responding to Project area 
concerns; and 

 Mitigating construction impacts for D-B Contract’s area residents, business owners, and 
commuters. 

 Support the Authority’s Public Involvement Program 

Above all, the D-B Contractor’s communications team must place a high priority on being 
responsive to the concerns of the public, neighborhoods, and business owners throughout the 
duration of the D-B Contract. The PCM is responsible for oversight and management of the D-B 
Contractor’s Public Involvement Plan (PIP) and will coordinate closely with the Authority’s 
Communications Team.  (See Section 13.2.2).   

13.2 Roles and Responsibilities 

13.2.1 Authority’s Role 

The Authority will maintain overall responsibility for Public Involvement and information for the 
entire Project. The Authority’s responsibilities will include: 

 Providing overall leadership in establishing the Program’s communications policy and 
strategic direction. 

 Providing the PCM and the D-B Contractor with communications goals and objectives. 
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 Verifying that the D-B Contractor’s communications programs and products are consistent 
Program-wide and in line with the Authority’s overall public information and involvement 
efforts. 

 Conducting Authority-sponsored public relations activities targeted to the general public. 

 Monitoring the D-B Contractor’s performance for compliance with the D-B Contractor’s 
Public Involvement Plan (PIP). 

 Identifying Stakeholder representatives in each D-B Contract. 

13.2.2 Design-Build Contractor’s Role  

The D-B Contractor will be the focal point for the public involvement effort to prepare affected 
neighborhoods for construction and to minimize the actual impact of construction. The D-B 
Contractor shall have primary responsibility for performing the Project-specific Public 
Involvement (PI) activities. The D-B Contractor shall be responsible for day-to-day PI and 
mitigating the impact of construction for businesses and residents in the Project area, as defined 
in the Contract Documents, including the D-B Contractor’s Proposal. 

The D-B Contractor shall develop and submit the Contractor’s PIP to the PCM as specified in 
the D-B Contract Documents and the PCM shall transmit to the Authority’s Communications 
Team for review and shall be subject to SONO. In addition, the Business and Residential Impact 
Mitigation Plan must be included as a subset of the PIP. The PIP must reflect the Authority’s 
communications goals and objectives and must target PI activities to those most affected by the 
construction of the Project. The Contractor’s PIP must include, but may not be limited to, the 
items described in the General Provisions.  

The D-B Contractor shall update the PIP at least semi-annually, soliciting input from the 
businesses and residents along the ROW corridor and the stakeholders’ representatives. A 
copy of each update shall be submitted to the PCM and the PCM shall transmit these submittals 
to the Authority for review, and shall be subject to SONO. 

The D-B Contractor must provide monthly reports of activities undertaken to implement the PIP 
to the PCM. The monthly report must be submitted in a format agreed upon by the Authority, on 
or before the tenth day of the month for activities undertaken during the previous month via the 
Authority’s web portal, when available.  

The D-B Contractor will be responsible for self-assessing the effectiveness of the PIP. Working 
in conjunction with the Authority’s public involvement team, the D-B Contractor will provide 
information to the Authority that will be used to determine if any course corrections are needed 
in the delivery of information and interaction activities with Project area residents, businesses, 
and commuters.   

The D-B Contractor will also be responsible for coordinating all PI issues directly with the 
Authority that arise within and adjacent to the geographical limits of the D-B Contract during the 
time the D-B Contract is in force. 

13.2.3 Project & Construction Management Consultant’s Role 

The PCM shall provide general oversight of the Contractor’s PIP and the Contractor’s PI Team 
including the following: 
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 Reporting on effectiveness of the PIP and the PI Team along with recommendations for 
possible improvements, lessons learned for other Authority contracts and engagements, and 
D-B Contractor’s responsiveness to Public comments. 

 General oversight of the D-B Contractor produced materials, with coordination and approval 
from the Authority. 

 Coordination and facilitation of the D-B Contractor Public Involvement and the Authority 
Communication teams for review and approval of materials. 

 Oversight of the D-B Contractor’s Public Involvement contacts database and provide 
guidance for communication with individuals and groups. 

 Close coordination with the Authority PI teams in support of D-B Contractor’s PI activities. 

In addition, as requested by the Authority, the PCM shall provide coordination, support, and 
personnel for the Authority in any Authority initiated events, such as community outreach, 
media, bilingual services, and other public information efforts. The PCM shall also assist the 
Authority with coordination of public and agency interaction elements of the environmental 
compliance requirements specified in the Final Environmental documents and permit conditions. 
Upon the Authority’s request, the PCM shall draft, produce and distribute informational materials 
and graphics for these public outreach events along with provide other event logistics, etc. as 
may be needed by the Authority.  

13.3 Database 

All contacts made by the D-B Contractor shall be logged into a database that is capable of 
tracking the contacts made with the public and the agencies. The D-B Contractor shall log the 
contacts and responses into the Authority’s database on a monthly basis via the Authority’s web 
portal.  

A data referencing system shall be developed by the D-B Contractor to track the distribution of 
handouts and mass mailings in order to minimize the amount of hard copy information filed. A 
standardized form will be developed by the D-B Contractor to log all pertinent contact 
information and include each in the database. The database shall document all contacts with 
the public and be capable of recreating what transpired during the D-B Contract, i.e., initial 
contact, communications and ultimate resolution. 

Contacts will include, but are not limited to, the following: 

 Complaint/Comment Forms   

 Responses to the Hotline Calls and Complaint/Comment Forms  

 Emergency calls relating to hazardous conditions, Unforeseen Utility Disruptions, Traffic 
Signal Emergencies, etc. 

 Emergency and/or unforeseen disruptions  

 Construction Schedule/Maintenance of Traffic and Access - Business and Residential 
Impact Mitigation Plan  
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The PCM shall provide oversight of the D-B Contractor’s contacts database including checking 
for the new contacts and the existence of groups, especially groups which may be under 
represented or underserved (Title VI of the Civil Rights Act of 1964) in the PI process along with 
business owners, community leaders, and residents. The PCM may provide guidance for 
communication from the Authority. 

13.4 Business and Residential Impact Mitigation Plan 

The D-B Contractor shall complete, update, and submit its Business and Residential Impact 
Mitigation Plan (to be included as a subset of the PIP) based on the summary submitted with its 
proposal documents. Elements of this Plan as specified in the Contract Documents shall 
include, but are not limited to, the following: 

 Door Hangers  

 Access Maps  

 Changes to Access  

 Garbage and Recycling Removal 

 Construction Kiosks 

 Web address/Link 

 Radio Public Service Announcements 

 Newsletter 

 Compliance with the Authority’s Limited English Proficiency Plan 

13.5 Community and Business Updates/Neighborhood Meetings 

The D-B Contractor shall provide community and business updates to give stakeholders the 
opportunity to discuss the Program. Neighborhood meetings must be held at an appropriate, 
easily accessed venue, and for convening the updates at a convenient time for maximum 
attendance. The information displayed or discussed shall include schedule, staging, 
maintenance of traffic and access, and any other Project information. The stakeholders will be 
provided the opportunity to participate in all community and business updates. The D-B 
Contractor will attend neighborhood meetings to give construction updates as needed. The 
written and oral communication may be given in a language understood by the primary 
community stakeholders, as appropriate. 

The PCM shall monitor and provide support on the Contractor’s PI initiatives and coordinate the 
initiatives with the Authority’s PI Team. 



Draft PCMM-Rev2 Approved Rev. 2California High-Speed Rail Authority 

Page 13-5 of 5 
Project & Construction Management Manual 

(For Design-Build Contracts)(For Design-Build Contracts) 
13 Public Involvement 

13.6 Construction Tours 

The Authority Design and Construction Manager or designee, through coordination and 
consultation with the PCM, will manage and handle requests for construction tours from any 
external agencies and/or other organizations, in consultation with the D-B Contractor, including 
scheduling tours and requiring tour participants to observe D-B Contractor’s reasonable safety 
program guidelines, such as the wearing of protective equipment and waiver of liabilities. The D-
B Contractor and the PCM shall participate in tours as requested to provide construction 
information. The PCM will support and coordinate these site visits to the construction site with 
the D-B Contractor and the Authority and shall make recommendations to the Authority for the 
scheduled visit, venue and agenda. 

13.7 Project Identification Boards 

The D-B Contractor will install signs throughout the Project sites to be placed in prominent auto 
traffic zones where construction is occurring, and at D-B Contractor's main field office and at the 
field offices. A sample of the Project Identification Board shall be submitted to the PCM and the 
PCM shall transmit to the Authority for review, and shall be subject to SONO.  

13.8 Special Events 

The D-B Contractor will assist the Authority, as needed, with the planning and implementation of 
special events that recognize significant Project milestone achievements such as 
groundbreaking. The PCM shall assist with coordination with the D-B Contractor and the 
Authority and assist the Authority, as requested, to facilitate the planning, setting up and follow-
up after the PI events. 

13.9 Website 

The D-B Contractor shall provide project updates (weekly, monthly, or quarterly) for the existing 
www.hsr.ca.gov website. Website information to be submitted by the D-B Contractor includes, 
but may not be limited to, the following: 

 Information to prepare Project area residents and business owners for construction and to 
mitigate the impact of construction  

 Public notifications  

 Neighborhood meetings  

 Dates and location of scheduled construction 

 Detours and alternative routes  

The Authority shall have the final approval on content. The Authority will maintain web site links 
to other appropriate sites that convey facts and benefits of the rail project to the California 
general public, the business community, elected and appointed government officials. 

 

http://www.hsr.ca.gov/
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14 COMPLETION/CLOSE-OUT 

14.1 General 

D-B Contract completion and closeout is a critical element in the life of a construction project. As 
the end of each contract approaches, there is the potential for diminished control and attention 
to detail. The D-B Contractor may often transfer key people to other projects and leave 
insufficient forces to supervise the contract closeout. The Authority may, also, transfer key 
people who are needed for other pressing projects. As the workload diminishes, it must be 
expected that the number of people on the project will be reduced, which is normal and proper. 
What is essential is that there be a clearly defined completion/close-out plan and procedures in 
place that allow the remaining staff to close out the project efficiently and effectively. 

Planning for the closeout of the D-B Contract will begin when the D-B Contract commences. 
Upon commencing the Contract, the PCM will develop the contract specific closeout plan and 
procedures that are to be provided in the PCM Contract Management Manual. Development of 
the closeout plan begins with a thorough comprehension  of the contract requirements, 
specifically as they relate to the closeout requirements and the PCM’s emphasis of the 
importance that the D-B Contractor’s Baseline Schedule will include the closeout activities and 
that the logic and interfaces will permit timely conclusion. 

The PCM shall emphasize with the D-B Contractor that all non-conforming work be corrected 
within a reasonable period of notification. This will avoid a build-up of punch list items at the end 
of the Project.  

14.2 Completion/Close-Out Procedures 

Completion of the D-B Contract will include, but may not be limited to, the following: 

 Inspections  

 Beneficial occupancy 

 Accounting for all submittals 

 As-built drawings and Record Documents 

 Construction materials 

 Spare parts 

 Manuals 

 Warranties 

 Other miscellaneous items 
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Project completion involves not only Authority inspection and acceptance, but also public 
agencies, franchised utilities companies, and railroads. Finally, the PCM transfers the 
correspondence files to Record Storage at D-B Contract closeout. The purpose of this section is 
to establish a uniform method of inspecting and transferring responsibility for Authority’s 
facilities to the Authority or follow-on contractors or other third parties, etc. and to verify that 
contractual matters, security, maintenance, permits, and accountability for real property are 
properly fulfilled. In addition, the field records shall have undergone a final audit by the 
Authority’s Project representative. 

14.3 Record Documents 

A D-B Contract will experience, at some stage, extension, expansion, and/or renovation. For 
this and other reasons, Record Documents are an essential requirement of those who manage 
and maintain facilities. The D-B Contractor is responsible for the preparation and maintenance 
of a set of as-built drawings. The Designer of Record is responsible for the preparation of the 
final as-built drawings required in the Record Documents. The D-B Contractor’s Engineer is 
responsible for taking the as-built documents and creating the Record Documents. The ICE/ISE 
is required to certify that the as-built drawings are in compliance with the D-B Contract 
Documents. The PCM will review the Record Documents for completeness and include them in 
the final Contract Documents. Record Documents for as-built drawings shall be both in .pdf (as 
OCR scanned documents) and CAD format. Also, refer to Section 3.15, As-Built Documents for 
more details.  

14.4 Permits Close-Out and Transfer Responsibilities  

Certain permits are required from local governmental agencies at various points throughout the 
construction process. Some permits will remain in place, but will return to the Authority for their 
use after all construction has been completed, e.g.-the 402 permit. The following identifies the 
responsibilities of the Authority where applicable, which permits are required, and the 
procedures for obtaining them. 

 The D-B Contractor’s responsibilities include, but may not be limited to, the following: 

- Verifies that building permits from the applicable Bureau of Buildings have been 
obtained 

- Verifies that the applicable municipality’s Bureau of Buildings has issued additional 
permits for each discipline, as required 

- Schedules inspections, notifies necessary personnel, maintains appropriate records, and 
forwards needed reports to the municipality 

 The State, municipalities, and other local governments may require some or all of the 
following: 

- Building Permit – Obtained by the D-B Contractor prior to start of work subject to the 
resolution of procedures with the City 

- Certificate of Occupancy – Issued per the requirements of the named municipality 

- Elevator/Escalator Permit – Issued upon completion 
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- Plumbing and Electrical Permits – Obtained by the D-B Contractor prior to start of work. 
All electrical work should be inspected and approved by City inspectors prior to 
backfilling or covering any other agreements   

- Automatic Sprinkler Permit – Issued by the municipality upon completion and 
acceptance 

 The following criteria are used when conducting inspections: 

- Locally-adopted Building Code, applicable edition 

- California Occupational Safety and Health Act (CAL OSHA) and Occupational Safety 
and Health Act (OSHA) 

- A tabulation of major requirements for obtaining a Certificate of Occupancy are as 
follows: 

- Final inspection sign-off from jurisdiction for fire protection and life safety, plumbing, 
electrical, and HVAC installations 

- Letters of Certification immediately before the acceptance of specific work items 

 A statement or letter that the work is completed in accordance with the D-B Contract plans 
and specifications from the following: 

- D-B Contractor – Upon completion 

- Electrical Subcontractor – Upon completion 

- Mechanical Subcontractor – Upon completion 

- Suppliers – Upon delivery, that materials meet UL Requirements 

- Designer of Record – Upon completion 

- ICE/ISE (when applicable)-Upon completion 

The D-B Contractor shall submit to the PCM, all required agency permits with final sign-off with 
their Application of Substantial Completion. 

The Authority, with coordination with the PCM, may need to provide for long term monitoring, as 
stipulated in the environmental and/or permit requirement after final acceptance of the D-B 
Contract.  

14.5 Warranties and Guarantees 

The D-B Contract Specifications require that individual warranties or guarantees be furnished 
for various items or installed equipment. The D-B Contractor will prepare a Warranty and 
Guarantee Register of each individual item of equipment, and follows up with the PCM and 
O&M Team to verify that the required warranties and guarantees have been provided by D-B 
Contract completion. A copy is included with the D-B Contract Closeout Package. As each 
warranty or guarantee is received, the register should be updated to show the following: 

 Manufacturer’s identification (description)   

 Model number and serial number 

 Date warranty or guarantee was received 
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 Period covered 

 By whom the warranty or guarantee is covered 

 Company to be contacted and the contact information 

The PCM shall review and confirm that each warranty and guarantee provided by the D-B 
Contractor complies with the Contract Documents.  

14.6 Contract Close-Out Process 

The Contract closeout process is separated into three main sub-sections: physical completion 
and inspections, fiscal completion and file storage at contract completion. 

14.6.1 Physical Completion & Inspections 

Upon review of the D-B Contractor’s Quality Control and Quality Assurance documents, 
Verification and Validation certifications, as well as the PCM audited documents, the PCM shall 
verify that the materials used and workmanship employed are in accordance with Contract 
Documents. The PCM, working with the D-B Contractor, coordinates and arranges inspections, 
and provides appropriate notification for all inspections involving the Authority or outside 
agencies. General outlines of inspections required during the closeout phase are described in 
the following sections.  

14.6.2 Building Inspections 

An inspection team consisting of the D-B Contractor, the Authority staff, PCM staff and State 
and municipal representatives jointly inspects certain Authority buildings, and facilities incidental 
to such buildings. The D-B Contractor shall coordinate with the agencies and the PCM to 
schedule these inspections with all required parties.  

14.6.3 Agency Inspections 

Inspections involving work to be turned over to third parties, city, county, and State agencies for 
operation and maintenance may include the following involved parties:  

 Railroads and streets 

 Curbs and gutters, sidewalks, driveways, street paving 

 Signals, striping, and street lights 

 Combined and sanitary sewers 

 Other utilities 

 After completion of all related work for each agency, the PCM shall support the efforts of the D-
B Contractor to obtain each agency’s approval by their authorized signature on the appropriate 
form(s). Jurisdictional representatives shall sign this form stating that an inspection was made 
and the completeness of the replacement or modifications work found satisfactory and in 
accordance with appropriate standards. 
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The D-B Contractor shall be responsible for preparing the letters to each agency requesting final 
inspection and formal approval of the replacement or modifications of the facility and any follow-
up on deficiencies that may be required, with a copy of the letter sent to the PCM. The D-B 
Contractor shall notify the PCM, in writing, of all Release(s) of Temporary Construction 
Easements obtained by the D-B Contractor involving an outside agency. While working with the 
Authority’s ROW representative and upon restoration and acceptance by the property owners, 
each temporary easement obtained by the D-B Contractor, on behalf of the Authority, shall be 
logged, reviewed, verified, and closed-out by the PCM. 

14.6.4 Pre-Final Inspections 

A pre-final inspection is performed before the final inspection and beneficial occupancy and 
acceptance. Attendees normally include an Independent Quality Management Team, consisting 
of representatives from the Authority, PCM, and others as appropriate, along with the D-B 
Contractor’s Quality Team. The Independent Quality Management Team shall combine the 
discrepancies noted during the inspection and prepare a Punch List that is provided to the D-B 
Contractor. In the case of beneficial occupancy, a Certificate of Beneficial 
Occupancy/Substantial Completion is prepared and signed by the Authority and provided to the 
PCM to transmit these documents to the D-B Contractor.  

14.6.5 Substantial Completion Inspections/Beneficial Occupancy 

At any time prior to final acceptance, the Authority may take possession of or use any partially 
completed or completed work to permit the Authority, other Authority Contractors, or third-party 
agencies to occupy the Project or designated area of the Project for the use that it is intended or 
for follow-up work to be performed by others.  

The relevant terms are defined as follows: 

Partial Completion – When the D-B Contract specifies that partial acceptance may be made on 
portions of the work and the D-B Contractor has completed all of those portions of the work 
required for Substantial Completion as specified in the D-B Contract, the D-B Contractor shall 
submit an application for Substantial Completion for this portion of the work to the PCM. If the 
D-B Contractor fails to deliver the application for Substantial Completion to the PCM, the PCM, 
with coordination with the Authority Design and Construction Manager, may request the 
Independent Quality Team, which will include representatives from the Authority, PCM, and 
others as appropriate along with the D-B Contractor’s Quality Team, to schedule the inspection 
prior to the turnover to other contractors or agencies. The Independent Quality Team may 
include representatives of the follow-on Contractor, if applicable and requested by the Authority. 
If the D-B Contract requires earlier completion of specific portions of the work site, the 
Independent Quality Team prepares and transmits to the PCM a separate Substantial 
Completion certificate for each portion for occupancy or is substantially completed, as it 
becomes available. 
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Substantial Completion (SC) – When the D-B Contractor believes the work, or any designated 
part of the work, as described in the Contract Documents has been completed in accordance 
with the contract requirements and available for use by the Project, they may submit a written 
application for Substantial Completion to the Authority. Before any official inspections, surveys, 
and/or testing, as deemed necessary by the Authority, will be scheduled, the PCM will check 
that all of the deliverables have been received and accepted, confirm that the applicable work 
has been completed, and determine that it is ready for handover to the Authority. If so, the PCM 
shall coordinate and schedule the inspections, etc. with the Authority’s Independent Quality 
Team and the D-B Contractor’s Team as soon as possible. After the inspections, etc. have been 
conducted and the work has been determined to be substantially complete, the Authority will 
prepare the “Certificate of Substantial Completion.” Four original signature copies of the 
certificate are submitted to the PCM. The follow-on Contractor is notified of the available area in 
accordance with the terms of the follow-on Contract and the final inspection and acceptance 
provisions of the previous Contract. Should this not be the case, responsibility for site security 
should be defined by the Independent Quality Team and agreed to by the PCM, and  is stated 
on the Substantial Completion Certificate.  

If the Substantial Completion inspections, surveys, or testing, etc. discloses that any work does 
not meet the requirements of the Contract Documents, such items shall be recorded by the 
Independent Quality Team as to the errors, omissions, deviations, defects or deficiencies and 
must be corrected as a condition to Substantial Completion and/or as to any errors, omissions, 
deviations, defects, or deficiencies, which may be corrected in the Punch List items. The 
Authority’s Quality Team shall come to an agreement with the D-B Contractor of all items are to 
be included on the Punch List and which items are required to be corrected as a prerequisite to 
Substantial Completion. These two lists will be transmitted from the Authority to the PCM, who 
will, subsequently send a letter to the D-B Contractor with these two attached lists, advising 
them of all items for corrections, which are preventing Substantial Completion. Upon correction 
of the list of items as a prerequisite for Substantial Completion, the D-B Contractor shall submit 
a letter to the PCM, advising that they have corrected all items and are requesting a second 
inspection. The PCM shall schedule with the D-B Contractor and the same Quality Team for a 
subsequent inspection, etc. This procedure will be repeated as needed until the Authority  finds 
that all prerequisites to Substantial Completion have been met. When all corrections for 
Substantial Completion have been completed to the satisfaction of the same Quality Team, 
then, the “Certificate of Substantial Completion” shall be issued as described above. 

The date of Substantial Completion has legal significance and all caution shall be exercised so 
that the completed work fully conforms to the Substantial Completion requirements defined in 
each D-B Contract before the “Certificate of Substantial Completion” is issued. The Certificate 
will also indicate a time when items on the punch list will be completed and/or corrected. 
Responsibility for security, operations, and maintenance shall remain with the D-B Contractor. 

Photographs shall be taken by the PCM to document the condition of any completed portion of 
the D-B Contract. This is especially important if the area is to be turned over to another 
contractor. The photographs should be taken the same day as the inspection. The PCM will 
determine what should be photographed and how best to adequately cover the inspected 
portion of the work.   



Draft PCMM-Rev2 Approved Rev. 2California High-Speed Rail Authority 

Page 14-7 of 14 
Project & Construction Management Manual 

(For Design-Build Contracts)(For Design-Build Contracts) 
14 Completion/Close-out 

Beneficial Occupancy/Substantial Completion has legal significance and caution should be 
exercised to verify that the work conforms to the Contract Documents as modified before the 
certificate is issued. Normally, the date of the inspection is the Beneficial Occupancy/Substantial 
Completion Date; however, completion dates are important and should be determined in light of 
the contractual requirements to determine such things as liquidated damages, security, 
maintenance, and warranty durations that are established by the D-B Contract specified date. 
These dates should be clearly defined and recorded. In addition, when preparing the certificate, 
consideration is given to releasing retention and assessing liquidated damages. 

14.7 Access by Other Contractors 

A situation that may occur whereby one Contractor will have to allow access to another 
Contractor after Substantial Completion and/or the related Payment Milestones are completed, 
but before partial or Final Acceptance. Cooperation and coordination between Contractors is 
required. The turnover does not start any warranty, nor does it constitute any form of 
acceptance. However, it may mean a shift in other responsibilities (i.e., security, maintenance 
and operations). The follow-on Contractor is responsible for any damages or other conditions 
caused by their staff. Turnovers between Contractors shall be documented in writing from the 
PCM. After Substantial Completion has been accepted by the Authority, the PCM (#1) will draft 
an internal memorandum to the PCM of the follow-on Contractor (PCM #2) to advise that 
Substantial Completion has been achieved for the specified Contract work and/or area and it is 
available for turnover to the follow-on Contractor. The PCM #2 (for the follow-on Contractor) will 
draft a letter to the follow-on Contractor stating: 

 When turnover/access will be provided 

 What the Contractor’s responsibilities are once the turnover/access is provided 

 Any other special conditions or circumstance which need to be addressed or provided for  

The PCM #1 will draft a similar letter to advise its Contractor that the Contract Work and/or 
Contract areas where the SC has been achieved, has been turned over to the follow-on 
Contractor and also, provide a list of the responsibilities and obligations remaining with each 
Contractor. In addition, these turnover procedures may be discussed and coordinated in the 
regularly scheduled interface coordination meetings between these Contractors to facilitate a 
smooth turnover of the D-B Contract work and/or areas, as needed.   

Each such letter must be tailored for each situation. In addition to the letter, photographs should 
be taken by the PCM in order to document the condition of the area turned over and transmitted 
to all parties. 

14.7.1 Acceptance and/or Possession of a Portion of a D-B Contract 

The Authority may, at any time prior to completion of the entire D-B Contract, accept and/or take 
possession of any part of the work. This may occur in one of the following ways: 

14.7.1.1 Partial Acceptance 

If the D-B Contractor substantially completes a unit or portion of the work, subject to the 
approval of the Authority, the D-B Contractor may request the Authority to make a Final 
Inspection of that Work/area. The punch list shall be finished prior to the final inspection.   
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Photographs shall be taken the same day by the PCM as the inspection leading to the partial 
acceptance to document the condition. 

The Authority will formalize said acceptance by letter to the D-B Contractor, specifying the exact 
area accepted. The warranty period of the D-B Contract will commence at the time as 
specifically provide in the Contract Documents. If an area, after acceptance, is turned over to 
another Contractor, that Contractor shall then have full responsibility for the area as specified in 
the Contract. 

14.7.1.2 Use and Possession Prior to Completion 

The Authority has the “right to take possession of or use any completed part of the work.” This 
will occur under special circumstances. Such possession relieves the D-B Contractor of any 
responsibility for loss or damage to the work other than that resulting from his/her own fault or 
negligence. Appropriate arrangements shall be made in writing between the D-B Contractor and 
Authority (PCM) concerning the date of possession, warranty of construction, and utilities. Note 
that taking possession does not constitute acceptance of any work not completed in accordance 
with the D-B Contract. 

14.8 Final Acceptance 

The D-B Contractor may issue a letter to the PCM, request a Final Acceptance inspection any 
time after substantial completion of that portion of the D-B Contract, stating full completion, 
including the correction of all punch list items and have satisfied all of their obligations under the 
D-B Contract. The D-B Contractor shall deliver a certification representing that there are no 
outstanding claims of the D-B Contractor or claims, liens or stop notices of any subcontractor or 
laborer with respect to the Work as specified in the D-B Contract-General Provisions. It is of 
primary importance that the PCM checks and verifies that the Work is ready for Final 
Acceptance before any inspection is scheduled. Final surveys will be completed and the results 
will be analyzed and submitted to the Authority prior to inspection. At completion of the Work, 
the Contractor shall restore the site to condition required by the Final Environmental 
Documents. The PCM will confirm full completion and, if satisfied, arrange for and conduct the 
Final Acceptance inspection, accompanied by the Authority’s representatives and/or others as 
required. The inspection date will be coordinated with the Authority. In addition, the D-B 
Contractor will provide written notification to the utility agencies and other third parties for the 
Final Acceptance inspection of the work performed on their facilities. The result will be a written 
statement of acceptance from the respective agencies addressed to the Authority and the PCM. 
Upon receipt of the written acceptance from each agency, the PCM will then forward a formal 
acceptance letter to the D-B Contractor, having confirmed that the third-party owner(s) (where 
applicable) have expressed acceptance of their facility(s). Also, the PCM shall have received 
from the D-B Contractor and accepted all design documents, Record Documents, as-built 
schedule, Right of Way record maps, surveys, test data and reports, training, operations and 
maintenance documents and manuals, keys, lock schedules, spare parts, warranties, 
guarantees, equipment lists and any other deliverables required under the Contract Documents.  
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If the PCM finds work on the requested portions of the Project to be in complete conformance 
with the D-B Contract requirements, the PCM will promptly prepare a recommendation for 
approval and Final Acceptance and forward it to the Authority. If the Final Acceptance 
inspection determines that additional corrections are necessary, the D-B Contractor may 
request subsequent inspections until the corrections are accomplished. The date of the 
inspection resulting in Final Acceptance is the date of full completion of the D-B Contract. It is 
important to document the condition of the Project by taking photographs the same day as the 
Final Acceptance inspection. The PCM is responsible for arranging for the photographs. Upon 
Final Completion and acceptance of the work, the PCM will also prepare the “List of Contract 
Documents” and submit it to the Authority, together with the “Status of Change Notices/Orders” 
for the Authority’s information only and will not be forwarded to the D-B Contractor. Upon the 
Authority’s acceptance, the Authority will issue a “Certificate of Final Acceptance” and forward to 
the PCM. The PCM will send a letter with this Certificate attached to the D-B Contractor as such 
time as the Authority determines that Final Acceptance has occurred.  

The PCM shall issue the keys, if applicable, to the Authority personnel. The PCM maintains a 
log of all keys issued.  

14.9 Fiscal Completion 

The objective of this phase of the contract closeout is to summarize all data and process and file 
all information necessary for audit and final payment. The fiscal completion phase may well start 
prior to the physical completion of the facility. In fact, for expediency of the final payment, it is 
recommended that this process start as early as possible. 

14.9.1 Preparation for Final Payment 

Before final payment is made, certain contractual requirements shall be accomplished and 
certain documents prepared or obtained from the D-B Contractor. Before processing the final 
payment estimate, the PCM will make a final check to confirm each of the following. 

The accounts between the Authority and the D-B Contractor are in order. Items that must be 
considered are:   

 Original contract sum, additions and deductions as included in the Contract Change Orders, 
deductions for unrepaired work, deductions for liquidated damages, and insurance 
damages. 

 All required D-B Contractor deliverables have been submitted, including Operations and 
maintenance manuals, training, spare parts, warranties and guarantees as required. 

 All certificates of inspection and acceptance of relocation, Contract COs, and new work 
performed have been obtained from the utility companies, public agencies and others. 

 All reproducible shop drawings, working drawings, catalog cuts, supplies, manufacturers’ 
data and other as-built information has been submitted by the D-B Contractor (see as-built 
records and drawings).  

 All subcontractors, vendors, suppliers, etc. in all tiers have been paid  D-B contractor shall 
submit all releases and waivers of liens and stop notices, as required. 
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 There are no outstanding claims against the D-B Contractor for damages to existing third-
party owned facilities resulting from construction activities. Sufficient funds will be retained 
from the D-B Contractor’s payment estimates. 

14.9.2 Final Payment 

The final payment process is initiated by the satisfactory completion of the Final Acceptance by 
the Authority and issuance of the Certificate of Final Acceptance to the D-B Contractor. The D-B 
Contractor and the PCM must accomplish certain tasks as follows: 

 The D-B Contractor shall submit to the PCM a proposed final invoice showing the proposed 
total amount due the D-B Contractor, including the payment for Final Acceptance 

 The PCM will promptly make any necessary final surveys and complete a tabulation of 
Payment Milestones and final quantities (if applicable) as required. This tabulation will be 
accompanied by a statement setting forth as follows; 

 The additional work performed under Change Orders and/or supplemental agreements. 

 The authorized extension of time, if applicable. 

 The number of days that have been charged against the D-B Contractor as having been 
used to complete the D-B Contract. 

 Any deductions, charges or liquidated damages that have been made or assessed.  

It is important to pursue this as soon as possible in order not to infringe on any time limits. 

The PCM will send a letter to the D-B Contractor with the tabulation of the proposed Final 
Payment items and final quantities (as applicable) by registered mail, return receipt requested 
for their concurrence and request a reply within a period of 10 calendar days from the date upon 
receipt. 

The D-B Contractor shall then decide whether to approve or decline the final payment offered. 
The D-B Contractor may request additional time to notify the PCM of their decision. 

The PCM will review the D-B Contractor’s proposed final invoice based on the D-B Contractor’s 
approval of the final quantities and final payment invoice. If acceptable, the PCM shall send their 
recommendations for approval to the Authority Design and Construction Manager, who will 
forward on to other delegated Authority representatives for review and approval of the Final 
Payment invoice. Upon approval by the Authority, and if there are no outstanding or pending 
claims, liens or stop notices filed, the Authority will issue payment of the entire sum due on the 
approved final invoice as specified in the General Provisions . If the final approved invoice is 
approved, but it lists any outstanding claims, liens or stop notices as per the General Provisions, 
the Authority will make final payment as specified in the General Provisions. Furthermore, the 
Authority may withhold a specific amount as stated in the General Provisions. The executed 
release from the Contractor shall be from any and all claims arising from the Work as 
represented in the Contract Documents, and shall release and waive any claims against the 
Authority and its Board, officers, agents and employees, excluding only those matters identified 
in any claim listed as outstanding in the final invoice. The release shall be accompanied by an 
affidavit from the Contractor as specified in the Contract General Provisions.  
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14.10 Transfer of Facilities after Final Acceptance 

This section provides instructions on the turnover of facilities from one Contractor to another, 
such as the guide way contractor to a track work or system-wide contractor, and/or turnover to 
and acceptance by the Authority. The objective is to provide a specific procedure for facility 
release and assurance of continual security and maintenance of released Authority facilities.  

Maintenance inside the Authority’s ROW remains the responsibility of the facilities Contractor 
until the final acceptance of the last installation Contract, or until final completion of the last 
facility Contract, whichever comes first, unless partial or complete beneficial occupancy has 
occurred, in which case the facilities become the responsibility of the Authority upon beneficial 
occupancy. 

Security within the Authority’s ROW passes to the Authority at such time as released by the 
Facility Contractor through Final Acceptance or Beneficial Occupancy, or at the end of post 
construction security services. 

Interim security responsibilities normally rest with any party to whom a facility has been turned 
over for follow-up work except for certain system-wide Contracts where title to equipment and 
security responsibility rests with the Authority. If only a part of a facility has been turned over, 
the recipient has the security responsibility only for the part turned over. 

The Authority may request that the D-B Contractor provide post construction site security and 
site security surveillance services. These services shall include (but may not be limited to) the 
following:  

 Daily surveillance to verify that facilities are in same condition as when accepted, or to 
determine if damage has been caused by natural acts, accident, or vandalism.  

 Damages caused by vandalism are reported to the Authority Contract Administrator. If 
repairs be required, the D-B Contractor shall recommend the appropriate action and obtain 
Authority approval prior to the start of any work. 

 The PCM is responsible for coordination with the Authority and the D-B Contractor for 
release of the Authority’s facility as required after Final Completion.   

Maintenance responsibilities for property outside the Authority’s ROW pass to accepting entity 
after acceptance by the Authority. 

14.11 Contract Close-Out Procedures 

The purpose of this section is to establish administrative controls and requirements for the 
receipt, identification, control, retrieval, distribution, and maintenance of documents received or 
prepared by the D-B Contractor, Consultants, Subcontractors, and Procurement Suppliers.  

This section applies to all field documents processed by Document Control for the project 
Contracts. It details the procedures for verifying that field documents are properly checked and 
documented, and provides instructions on accessibility and retrieval of stored archived field 
documents. It also addresses the removal of operations and maintenance (O&M) 
Documentation. 
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These procedures are used to identify and process all controlled and uncontrolled project 
relevant documents, and records, which are approved and issued within the Project. The 
system for closeout, storage, and retrieval of field documents is intended for use within the 
Contracts in numbering, referencing, and filing various types of Authority documents. Project 
field documents for each Project Contract are transferred to the Authority Document Control 
Department on a pre-arranged schedule from the PCM for further processing.   

14.11.1 Closeout, Storage, and Retrieval of Field Documents 

The responsibilities for the key Project staff in the Closeout process are included below.  

14.11.1.1 Project & Construction Management Consultant 

The PCM shall check all final documents from the D-B Contractor for contract compliance and 
will distribute for review where necessary. The PCM will prepare a memorandum to the 
Authority Design and Construction Manager, advising that the D-B Contract is ready for 
closeout. 

The PCM is responsible for maintaining and labeling field documents, developing a listing of the 
PCM’s documents included in each box, and transmitting the boxes to the Authority’s Document 
Control Department. 

14.11.1.2 Authority Document Control Department  

The Authority Document Control Department (DCD) is responsible for quality-checking field 
records to verify that documents listed on the field box inventory are contained in the boxes and 
are in proper order. The DCD is responsible for marking each box with a box number, as well as 
establishing and maintaining a database-tracking log. The DCD maintains the Project 
documents, excluding O&M records until the records are turned over to the Authority at Project 
completion. The DCD is responsible for retrieval of documents as needed. 

14.11.1.3 Document Control Department Manager 

The DCD Manager is responsible for verifying contents of the boxes as received from the D-B 
Contractor and placing items into separate boxes as per the Closeout Procedures. 

14.11.1.4 Operations and Maintenance Support Department 

The Authority Operations and Maintenance (O&M) Support Department is responsible for 
quality checking, processing, distributing, and maintaining O&M support documentation. The 
O&M Support Department is also responsible for coordination with the Closeout Manager to 
determine which documents will be copied from the field record boxes and maintained by the 
O&M Support Department. 

14.11.1.5 Authority Design and Construction Manager 

The Authority Design and Construction Manager or designee is responsible for maintaining all 
Authority pre-award and post-award Contract documents that relate to the Project, which 
includes all executed Change Orders to the D-B Contract. The Authority Design and 
Construction Manager or designee transmits these records to DCD on a prearranged schedule. 
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14.11.1.6 Authority’s Legal Department 

The Authority’s Legal Department responsibilities include maintaining all legal records 
(agreements, contracts, property acquisitions, deeds, litigation files) pertaining to the Project. 
The legal counsel transmits these records to DCD on a prearranged schedule.  

14.11.2 Transfer of Close-out Documents to the Authority 

14.11.2.1 Reception of Documents from all Departments 

Prior to the closeout of each D-B Contract, the DCD coordinates with the PCM and with all 
entities (D-B Contractor, Subcontractor, Authority, PCM, Outside Agencies, etc.) involved on the 
project to determine the volume of field documents to be transferred to DCD for processing. Site 
visits may be conducted as necessary. 

A schedule for the transfer of documents is established by each entity and provided to the DCD. 
The DCD provides each group with directions on where to deliver the documents or when pick 
up will be made. 

14.11.2.2 Quality Check of Field Records 

All departments submit the field documents for closeout contracts, to the DCD in standard 
records storage boxes (10 x 12 x 15 inches) for archiving. Upon receipt of field documents, DCD 
performs a quality check of the field documents (at folder level) to verify that the documents 
listed are contained in the specified boxes and are in proper order. The applicable department 
shall be notified promptly of any discrepancies or any missing documents. 

14.11.2.3 Transfer or Removal of Operations and Maintenance (O&M) Support Documentation 

The O&M Support Department is notified that a turnover is scheduled from the Authority and is 
requested to prepare a listing of any and all additional material requested by the O&M 
Department, which is included in field records. Whenever possible, the listing is developed prior 
to the arrival of field records to DCD. O&M data, including O&M Manuals, warranties, 
guarantees, permits, spare parts lists, and information identified as necessary for Operations 
support, are copied and transferred to the O&M Support Department as Controlled Documents. 
The O&M Support Department establishes and maintains an on-site library containing permits, 
warranties, guarantees, and copies of operations, maintenance, and repair manuals that have 
been extracted from the PCM’s field documents. 

14.11.2.4 Distribution of As-Built Drawings 

Working with the PCM and the Authority Design and Construction Manager, the DCD Manager 
determines who needs to receive final copies of the As-Built drawings. The DCD then has the 
As-Built drawings copied and scanned onto compact disks. The DCD distributes the As-Built 
drawings and maintains electronic copies for record files. 
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14.11.2.5 Labeling and Logging of Field Boxes 

The DCD affixes each box with a label, categorized in numerical order per project, clearly 
identifying each box with the box number, and arranges for storage and retrieval as required. 
DCD maintains an access database log, showing the contract number, folder number, DCD box 
number, and a description of each folder. This detailed log facilitates identification and retrieval 
of any request. 

14.11.2.6 Retrieval 

Persons requiring retrieval of field documents complete a Field Document Request Form. The 
DCD reviews the request for field records from Project participants. The following information is 
needed for requests for Project field boxes: 

 Name of individual placing order  

 (organizations or requesters who are not project participants must obtain prior approval from 
the Authority’s Legal Department) 

 Contract number and content description 

 Date needed 
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Acronym Definition 
ACPM Authority’s Chief Program Manager 

ADCM Authority’s Design and Construction Manager 

AM Approval Matrix for Design-Build Construction Packages 

AP Final Assessment Plan 

ATC Alternative Technical Concept 

CBA Community Benefits Agreement 

CBS Contractor Baseline Schedule 

CCC Change Control Committee 

CDRL Contract Data Requirements List 

CFO Chief Financial Officer 

CIL Certifiable Items List 

CMS Contract Management System 

CN Change Notice 

COB Close of Business 

CO Change Order 

COM Community and Outreach Manual 

COP Change Order Proposal 

CQM Contractor’s Quality Manual 

D-B Design-Build  

DBE Disadvantaged Business Enterprise 

DCD Document Control Department 

DOA Delegation of Authority/Approval Matrix for Division of Design and Construction 

DVBE Disabled Veteran Business Enterprise 

ECM Environmental Compliance Manual 

ECP Environmental Compliance Plan 

EIR Environmental Impact Report 

EIS Environmental Impact Statement 

EMP Environmental Mitigation Plan 

FE Field Engineer 

FOF Finding of Fact 

FRA Federal Railroad Administration 

GBR-C Geotechnical Baseline Report-Contractor Furnished 

HSR High-Speed Rail 

HVAC Heating, Ventilation, and Air Conditioning 

ICE Independent Checking Engineer 

ICS Initial Construction Sequence 

ICT Interface Coordination Team 

IIPP Injury and Illness Prevention Program 

IMP Interface Management Plan 

ISE Independent Site Engineer 

IV&V Independent Verification and Validation 

MMRP Mitigation, Monitoring, and reporting Program 
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Acronym Definition 
MP ICE/ISE Management Plan 

MPS Master Program Schedule 

MQP Master Quality Plan 

NCR Non Conformance Reports 

NTP Notice to Proceed 

O&M Operations and Maintenance 

OE Office Engineer 

OSHA Occupational Safety Health Act 

PCMM Project and Construction Management Manual 

PCM Project and Construction Management Consultant 

PIP Contractor’s Public Involvement Plan 

PI Public Involvement 

PMIS Project Management Information System 

QA/QC Quality Assurance/Quality Control 

RDP Rail Delivery Partner 

RFC Ready for Construction  

RFI Requests for Information 

RFP Request for Proposal 

RM Tool Requirements Management Tool 

ROM Rough Order of Magnitude 

RON Record of Negotiation 

ROWM Right of Way Manager 

ROW Right of Way 

RVTM Requirements Verification and Traceability Matrix 

SBE Small Business Enterprise 

SONO Statement of No Objection 

SOO Statement of Objection 

SSCP Safety and Security Certification Plan 

SSHASP Site Specific Health and Safety Plan 

SSMP Safety and Security Management Plan 

SSPOP Safety and Security Program Oversight Plan 

SSSP Site Specific Security Plans 

T&M Time and Material 

TCR Technical Contract Requirements 

TPA Third Party Agreement 

UL Underwriters Laboratories 

V&V/SC Verification and Validation and Self-Certification 

V&V Verification and Validation 

VECP Value Engineering Cost Proposals 

VVMP Verification and Validation Management Plan 

WBS Work Breakdown Structure 
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1. Authority’s Integrated Organization Chart - Executive Staff 
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2. Program Delivery Office 
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3. Program Delivery Office - Regional Directors/Stakeholders Outreach 
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4. Program Delivery Office - Construction Branch 
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5. Construction Package Typical Organization Chart 
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To access any of the following documents in Share Point, use this SP hyperlink; Policy, 
Procedure, Instructions Summary Index and then use the Navigation Tool (Search Document 
field) to locate the specific document that may be needed. 

1. Design-Build Contract Change Order Procedure 
2. Engineering and Construction Design Variance Internal Procedure 
3. Due Diligence Check for Civil-Structural Design-Build Contract 

https://chsra.pbid.com/CD/Policy%20Procedure%20Instruction%20Summary%20Index%20SharePoint.docx
https://chsra.pbid.com/CD/Policy%20Procedure%20Instruction%20Summary%20Index%20SharePoint.docx
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Flowchart Key 

Shape Definition 

 

What someone or an organization does. 

 

A decision to be made at a point in the overall process 

 

A separate process with its own more detailed steps. Used to show where 
one process feeds into or interacts with another. 

 

A document that provides the basis for a process or is a key input. 

 

Where a process starts or ends 

 

Where data associated with the process and/or submittal is stored 

 

Supplementary comment level for additional explanation and clarification of 
a process. 

 

Action 
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1.0 Environmental Compliance Process 
1.1 Program Environmental Compliance Overview 
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1.2 Environmental Incident Reporting 
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1.3 On-Site Environmental Mitigation Monitoring 
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1.4 Environmental Programmatic Permit issuance 
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1.5 Consistency Determination-Consistent with Programmatic Permit 
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1.6 Consistency Determination-Inconsistent with Programmatic Permit 
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1.7 Offsite Mitigation 
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2.0 Quality Management Process 
2.1 Contractor Quality Control Oversight 
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2.2 Contractor Quality Assurance Oversight 
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2.3 Non-Conformance 
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2.4 Accepting Non-Conforming Work 
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2.5 Authority’s Identification of Non-Conformance 
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3.0 Right of Way Process 
3.1 Right of Way Identification and Appraisal 
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3.2 Public Works Board (PWB) Acquisition Process 
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3.3 Right of Way Identification (Current) 
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3.4 Right of Way Task Order and Monitoring Process 
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3.5 Right of Way Handover to Design-Builder 
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3.6 Right of Way Land Use Change Request 
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3.7 Right of Way Process (Contractor Requested Change) 

 
* This assumes terms and process for approving the additional ROW has been approved to proceed. 
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3.8 Environmental Clearance of Additional Row 
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3.9 Hazardous Materials Identification Current Process 
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3.10 Acquisition of Contaminated Property 
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3.11 Hazardous Materials Remediation (Design-Builder) 
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4.0 Submittal Review Process 
4.1 Submittal Review - Technical Contract Submittals 
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4.2 Submittal Review - Technical Contract Submittal - Approval Process (Concurrent Review - 20 Working Days) 
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4.3 Submittal Review - Technical Contract Submittal - Approval Process 
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4.4 Submittal Review - Information 
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4.5 Submittal Review - Third Parties 
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4.6 Change Control and Environmental Compliance - Design-Build Contract Phase 
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5.0 Utility Coordination Process 
5.1 Utility Coordination-Tri-Partite Task Order Process Prior To Construction 
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5.2 Utility Coordination-Bi-Partite Task Order Process Prior to Construction 
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5.3 Utility Coordination-Bi Partite Task Order Process During Construction 
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5.4 Utility Coordination-Tri-Partite Task Order Process During Construction 
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5.5 CPUC Application Process 
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6.0 Contractor’s Monthly Invoicing and Payment Approval 
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7.0 Program Claims Team Review Process 
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To access any of the following documents in Share Point, use this SP hyperlink; Policy, 
Procedure, Instructions Summary Index and then use the Navigation Tool (Search Document 
field) to locate the specific document that may be needed. 

1. CHSTS Safety & Security Management Plan 

2. Field Safety Handbook 

3 Community and Outreach Manual 

4. Contingency Management Plan 

5. Contract Management System (CMS) Procedures Manual 

6. Final Verification and Validation Management Plan 

7. Interface Management Plan 

8. Master Quality Plan 

9. Program-Level Configuration Management Plan and Procedures 

10. Program Risk Management Plan 

11. Record Management Policy 

12. Style & Branding Guide

https://chsra.pbid.com/CD/Policy%20Procedure%20Instruction%20Summary%20Index%20SharePoint.docx
https://chsra.pbid.com/CD/Policy%20Procedure%20Instruction%20Summary%20Index%20SharePoint.docx
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(Blank forms may be found in Share Point or Contract Management Systems for use) 
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1. Contract Change Orders Forms and Logs 
 Contractor’s Change Notice Form (CN) 
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 Change Order (CO) 
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 Change Management Log 
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 Change Log 
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 Change Order Proposal (COP) 
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 Directive Letter (DL) 
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 Finding of Fact (FOF) 
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 Notice Log 
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Draft PCMM-Rev 2Approved Rev. 2 California High-Speed Rail Authority 

Page G-19 of 93 
Project & Construction Management Manual 

(For Design-Build Contracts)(For Design-Build Contracts) 
Appendix G: List of Sample Standard Forms and Reports 

 Proposed Change Order (PCO) 
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 Trends Log 
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2. Contractor’s Insurance Log 
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3. Contractor’s Monthly Payment Invoice Forms and Log 
 Contractor’s Monthly Payment Invoice Documents 
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 Contract Manager Invoice Approval Checklist 

 



Draft PCMM-Rev 2Approved Rev. 2 California High-Speed Rail Authority 

Page G-24 of 93 
Project & Construction Management Manual 
(For Design-Build Contracts)(For Design-Build Contracts) 
Appendix G: List of Sample Standard Forms and Reports 

 Contractor’s Monthly Invoice Narrative (for FRA) 
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 Contractor’s Monthly Payment Invoice Certification 
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 Contractor’s Monthly Payment Invoice Log by Contract 
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 Line Item Details 
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 WBS Cost Distribution Detail 
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4. Correspondence Forms 
 Fax Cover Sheet 
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 Letters Received/Sent Forms 
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 Memorandum Form-(for internal documents only) 
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 Transmittals Received/Sent Forms 
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5. CP# Weekly Executive Report 
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6. Design Variance Request Form 
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7. Directive Memorandum 
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8. Field Engineer’s Daily Report Form 
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9. Issue Detail Form and Log 
 Issue Detail Form 
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 Issue Log 
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10. Meeting Minutes Form and Log 
 Meeting Minutes Form 
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 Meeting Minutes Log 
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 Meeting Sign-in Sheet 
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11. Non-Conformance/Non-Compliance Report Form and Log 
 Non-Conformance Report 
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 Non-Conformance Report Log 

 

Non-Conformance Report Log 
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12. PCM Monthly Reports 
 PCM's Monthly Project Status Report (Sample) 
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 Finance & Audit Committee Monthly Status Summary (Sample) 
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 Finance & Audit Committee Monthly Performance Metrics (Sample) 
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13. Permits Log 
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14. Photograph Form 
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15. Request for Information Form and Log 
 Request for Information Form 
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 Request for Information Log 

 



Approved Rev. 2California High-Speed Rail Authority Draft PCMM-Rev 2 

Page G-88 of 93 
Project & Construction Management Manual 
(For Design-Build Contracts)(For Design-Build Contracts) 
Appendix G: List of Sample Standard Forms and Reports 

16. Submittal Transmittal Form and Log 
 Submittal Transmittal Form 
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 Submittal Log 
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17. Time and Material/Change Order Accounting Forms 
 Daily Cost Tracking Report-Field 
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 Time and Material/Change Order Accounting Cost Report 
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18. Task Order Proposal (TOP) 
 Task Order Proposal (TOP) for Provisional Sums 
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