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Background / Introduction  

 
 

he �'�H�.�D�O�E���&�R�X�Q�W�\���6�F�K�R�R�O���'�L�V�W�U�L�F�W�¶�V�����'�&�6�'�����I�L�I�W�K���F�R�Q�V�H�F�X�W�L�Y�H���(�G�X�F�D�W�L�R�Q���6�S�H�F�L�D�O 
Purpose Local Option Sales Tax (E-SPLOST) was voted into law by the citizens of 
DeKalb County on May 24, 2016. Tax revenue started accumulating on July 1, 

2017, and was distributed to the DCSD starting August 2017. The E-SPLOST was 
�H�[�S�H�F�W�H�G���W�R���J�H�Q�H�U�D�W�H�������������P�L�O�O�L�R�Q���L�Q���V�D�O�H�V���W�D�[���U�H�Y�H�Q�X�H���I�R�U���W�K�H���'�&�6�'�¶�V����������-2022 
Capital Improvement Program (CIP). An additional $31 million in Georgia Department of 
Education (GaDOE) reimbursements are anticipated through the State Capital Outlay 
Program, resulting in a total Program value of $561 million. The CIP seeks to address a 
portion of the $2.2 billion of facility needs identified throughout DCSD.  
 
The CIP includes, but is not limited to the construction of new schools, various large-
scale additions and renovations, critical building system upgrades, roof replacements, 
parking lot upgrades, play grounds, synthetic turf fields, restroom fixture replacements, 
the refreshment of technology equipment and associated infrastructure, improvements to 
comply with the Americans with Disabilities Act (ADA), safety / security system upgrades, 
school bus and service vehicle purchases, and the allocation of funds to support the 
Local School Priority Request (LSPR) program, which allows select schools to make their 
own capital improvement requests. In June 2016, DCSD completed its solicitation for 
program management services for E-SPLOST V and selected the AECOM Team again 
to manage the CIP.  
 
The purpose of this introductory Chapter is to familiarize the reader with the CIP, to 
define the purpose and structure of the Program Procedures Manual (PPM), and to 
provide general information for the use of the manual. 
 
Included in this Chapter are: 
 
 0-BCK-0010: Purpose of the Program Procedures (PPM) 

 0-BCK-0020: Capital Improvement Plan (CIP) Overview 

 0-BCK-0030: Program Procedures Manual (PPM) Approach 

 0-BCK-0040: Program Procedures Manual Elements & Organizations  

 0-BCK-0050: Updating the Program Procedures Manual 

 

 

T 
1: Program Staffing: 

Organization and Roles 

0: Background/ 
Introduction 

8: Closeout 

2: Program Management 
Controls Strategy 

7: Construction 

6: Design 

3: Program/ Project 
Communications Plan 

4: Procurement 

9: Safety/Security 

5: Pre-Design 
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0-BCK-0010: Purpose of the Program 
Procedures Manual (PPM) 
The PPM is a compilation of the procedures and policies that govern and define how the 
CIP Team manages the program and/or projects.  This manual has been developed by 
the Program Management Team (PMT) for use by the entire Capital Improvement Program 
(CIP) Team. These groups are described in more detail within Section 1-PPM-0020 
Organization & Staffing.  The intent of the manual is to provide a framework for initiating, 
executing, monitoring, close-out and reporting projects and to confirm that schedules, 
budgets, deliverables, and quality are maintained at the levels required by the contract.  
Besides reducing the amount of time required for project start-up and providing 
standardization for all projects throughout the CIP, the manual also establishes a baseline 
for measuring work performance.  

This PPM was also developed to establish a clear understanding of the roles and 
responsibilities of the participants on this Program.  It contains basic instructions, forms, 
and samples that are to be used by the Capital Improvement Program Team (CIP Team) 
to confirm consistent and systemic application of processes and procedures.  While the 
PPM provides uniformity across the Program and addresses the roles of all parties involved 
in/on the Program/project, nothing within this document alters or increases the 
responsibilities of the program manager, the designers, Architects / Engineers (A/Es) 
and/or contractors pertaining to their respective contracts.  The PPM fosters: 

�x Consistency and accuracy in information shared 

�x Collaboration with constituents 

�x Open communication 

�x Established and standardized documentation processes and procedures 

�x Coordinated document efforts 

This manual may be used in its entirety; however, each section is also intended to be useful 
as a stand-alone reference document.  It is understood that all policies and procedures 
contained in this manual may not be applicable to every CIP contract or project, e.g., 
sections pertinent to construction will not apply to a vehicle acquisition project. 

This manual is dynamic and will be updated periodically as referenced by section 0-BCK-
0050: Updating the PPM. 

0-BCK-0020: Capital Improvement Plan (CIP) 
Overview 
The CIP was developed and approved by the Board of Education in order to maintain 
healthy and safe learning environments for the students of the DeKalb County School 
District.  Below is a breakdown of the 2017-2012 CIP: 
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Total 2017-2022 Budget - $561 Million  

�x $456 M in E-SPLOST V Projects  

�x $270 M in E-SPLOST IV Carryover Projects  

�x $46 M in Program Contingency and Support Services 

�x $15 M in Program Management (Consultants) 

�x $13 M in Revenue Reserves 

Anticipated Revenues - $496 M 

�x $530 M from State of Georgia Sales Tax Revenue 

Anticipated Program Schedule �² 87 months 

�x July 2017 �± September 2024 

Continuing E-SPLOST IV Projects 

�x Budget - $270 M 

Key Facts 

The Capital Improvements Plan (CIP) intends to touch every facility, school, and center in 
the DeKalb County School District. The main areas of focus for the CIP (in no particular 
order) are as follows: 

�x �5�H�W�L�U�H�P�H�Q�W���R�I���H�[�L�V�W�L�Q�J���&�,�3�¶�V���I�L�Q�D�Q�F�L�D�O���G�H�E�W 

�x Completion of deferred SPLOST IV work 

�x New / replacement of three (3) elementary schools and one (1) high school 

�x Conversion of a high school to a middle school with a classroom addition 

�x Major roofing, HVAC, and code and life safety improvements 

�x Seven (7) major capacity additions and / or renovations 

�x Sixteen (16) modernization projects 

�x Career technology, fine arts, and classroom additions 

�x Renovations of classrooms 

�x Technology upgrades to virtually all facilities 

�x Purchase of new buses and support vehicles to replace aging vehicles 

CIP Statistics (square footages are approximate) 

�x Combined eleven (11 ea.) prototype elementary schools 

�x Over 2,646,000 square feet of new roofing 

�x Another 201,800 square feet of roofing repairs
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�x Approximately 2,535,000 square feet of school renovations 

�x 185 new technologically advanced high school classrooms 

�x 183 new innovative elementary school classrooms 

�x Over 1,206,000 square feet of asphalt paving 

�x Approximately 7,000 square feet of concrete walkways 

�x 6 new state of the art high school teaching auditoriums 

�x 22 new advanced career technology instructional centers 

�x 25 HVAC replacement, repair, and upgrade projects 

 

The plan is educationally sound, philosophically based, and fiscally responsible, in 
�D�F�F�R�U�G�D�Q�F�H���Z�L�W�K���W�K�H���'�H�.�D�O�E���6�F�K�R�R�O���%�R�D�U�G�¶�V���P�D�Q�G�D�W�H�V.  The CIP is aligned with Board of 
Education and Superintendent�¶�V goals, the Demographic Study, and the June 2015 Facility 
Conditions Assessment (https://www.dekalbschoolsga.org/comprehensive-master-
plan/data-dashboard/). 

We are partnering with the SPLOST Oversight Committee to provide information to the 
community periodically.  In June 2012, the DeKalb County School District invited 
members of the public to volunteer their services for a 12-member Citizen's SPLOST 
Oversight Committee.  Members provide a wealth of experience in accounting, 
architecture, auditing, construction, engineering, finance, K-12 education, legal, planning, 
project management and/or real estate.  For more information on this Committee, please 
see the DCSD website at http://www.dekalbschoolsga.org/e-splost-advisory-committee/ 

0-BCK-0030: CIP Team Approach  
The Program Proced�X�U�H�V���0�D�Q�X�D�O�����3�3�0�����O�D�\�V���R�X�W���W�K�H���&�,�3���7�H�D�P�¶�V���D�S�S�U�R�D�F�K���I�R�U���P�D�Q�D�J�L�Q�J��
scheduled projects on the DCSD Special Purpose Local Options Sales Tax (SPLOST) V 
CIP.   

Recognizing the complexity of implementing a major capital program where multiple 
stakeholders are involved, the PMT believes in using an integrated team.  This integrated 
team is composed of the CIP Team (AECOM Program Management and DCSD), the 
stakeholders, the regulatory agencies, Architect / Engineers (A/Es) and other consultants, 
contractors, and the community at large.  As program manager, we are tasked with 
managing and coordinating the various groups responsible for implementing the projects 
outlined in Chapter 1 �± Program Staffing: Organization and Roles.   

Initially, the CIP Team facilitates the project planning, organization and implementation of 
controls and reporting with the Proliance software system, in conjunction with �3�U�L�P�D�Y�H�U�D�¶�V��
P6 scheduling software system.  The Proliance/P6 systems include, budget and cost 
management, schedule management, financial management, quality control management, 
document control, and project phase management.  
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0-BCK-0040: PPM Elements & Organization 
Through the use of established procedures and with the combined expertise and 
professional experience of the team members, the PMT aims to successfully complete all 
projects within the Program.  �7�K�H���&�,�3���7�H�D�P�¶�V aim to do this in a way that will warrant and 
�J�D�L�Q���W�K�H���F�R�P�P�X�Q�L�W�\�¶�V���F�R�Q�I�L�G�H�Q�F�H���E�\���P�D�L�Q�W�D�L�Q�L�Q�J���W�K�H���K�L�J�K�H�V�W���O�H�Y�H�O�V���R�I���T�X�D�O�L�W�\�����V�D�I�H�W�\�����D�Q�G��
value.   

Following this background chapter, this DCSD PPM consists of nine chapters, each 
containing section headings to identify areas where information for specific topics can be 
found.  Starting with Chapter 2, the general organization of the PPM mirrors the flow 
of a typical construction project, allowing the CIP Team to use it as a guide for 
program/project management from project start-up through closeout. 

 

The specific elements of this PPM include: 

�x Chapter 0: Background/ Introduction �± Provides an overview of the Program and 
defines �W�K�H���3�0�7�¶�V objectives. 

�x Chapter 1: Program Staffing: Organization and Roles �± Provides an overview 
of the key positions and their roles and responsibilities as related to the CIP project 
stakeholders, tasks, and deliverables. 

�x Chapter 2: Program Management Controls Strategy �± Provides strategy for 
using Proliance for program and project controls. 

�x Chapter 3: Program/ Project Communications Plan �± Provides matrices for 
communication, authority, responsibility, meetings, document distribution, and 
document retention. Details the processes and procedures that are to be utilized 
while managing ongoing E-SPLOST IV and E-SPLOST V projects. 

�x Chapter 4: Procurement �± Provides processes and procedures for contract 
procurement activities, including solicitation document development, solicitation, 
bidder responsiveness, award recommendations, and contract negotiation. 

�x Chapter 5: Pre-design �± Provides information on pre-design phase planning and 
activities. 

�x Chapter 6: Design �± Provides design and design review procedures for the 
effective management of multiple Architect/Engineers (A/Es), engineers, or 
consultants in all phases of the project, including schematic design, design 
development, construction documents, and construction administration. 

�x Chapter 7: Construction �± Details the processes associated with project 
construction, including scheduling, budgeting, forecasting, Requests for 
Information, submittals, meetings, quality control, payment applications, and 
inspections.
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�x Chapter 8: Closeout �± Explains the process for project completion and 
acceptance, including punchlists, record drawings, Operations & Maintenance 
manuals, training, certificates of occupancy, final payment, and warranty 
management. 

�x Chapter 9: Safety/ Security �± Provides details on the Contractors�¶, A/Es�¶����Program 
Manager�¶�V�� and �'�&�6�'�¶�V���Uespective safety responsibilities. 

0-BCK-0050: Updating the PPM 

REVISIONS TO POLICIES AND PROCEDURES  
The forms and procedures in the manual must be used and applied with a full measure of 
practicality and common sense.  Because of the nature of the program management 
contract���� �³�0�D�V�W�H�U�� �$�J�U�H�H�P�H�Q�W�� �I�R�U�� �3�U�R�J�U�D�P�� �0�D�Q�D�J�H�P�H�Q�W�� �V�H�U�Yices between the DeKalb 
County Board of Education and AECOM���´��6/12/2017, the manual is dynamic.  Program 
personnel should expect periodic reviews to take place, resulting in updates, revisions, and 
additions.  Revision policies are as follows:  

�x When any change is made to a section or an attachment, the entire section will be 
reissued.  

�x Each version will have a unique, sequential revision number and date.   

�x The initial version not in the draft form will be numbered as: 

Issue: R0 10/1/2017 (or actual date) 

�x Subsequent versions will be numbered as: 

Issue: R0 2/15/18 

�x Where changes from the previous version are minor, they will be indicated by a 
vertical line in the margin beside the changed line(s) of the text.  

�x Each time a new section is issued, or an existing one is revised, the Table of 
Contents will also be reissued and revised to reflect the revision number and date 
of the changes.  In this way, the Table of Contents can be used as a reference to 
confirm that the current version of each section is being used.  

�x A Master List of those receiving the manual will be kept in order to allow for all 
revisions to be issued to holders of the manual. 

�x The PPM will also be located on �W�K�H���'�L�V�W�U�L�F�W�¶�V���0���'�U�L�Y�H 
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SUGGESTIONS FOR IMPROVEMENT  
The PPM is intended to be a user-friendly, clear, and concise document.  If you have any 
suggestions for improving it, please forward them to the DCSD Director of Design & 
Construction, Richard H. Boyd, at richard_boyd@dekalbschoolsga.org and the PMT 
Program Controls Manager. 

 

 

 

 

 

 

 

 

 

Revision # Revision Date Section Change(s) Made 
R0 10/17/17 ALL  Revision for E-SPLOST V 

 
R2 7/15/20 ALL  Updates throughout the 

PPM based on 
incorporation of changes to 
processes and workflows. 
 

R3 8/9/22 ALL  Updates throughout the 
PPM based on 
incorporation of changes to 
certain  processes and 
workflows. 
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Program Staffing: Organization and Roles  
 
 

Included in this Chapter are: 

 1-PPM-0010: Program Management Team (PMT) Scope of Services 

 1-PPM-0020: Organization & Staffing  

1-PPM-0030: PMT Organizational Chart 

 1-PPM-0035: PMT Project Listing with Current PM Assignments 

1-PPM-0040: SPLOST V CIP Organizational Chart 

 1-PPM-0050: DCSD Staff Organizational Chart 

 1-PPM-0060: PMT Roles & Responsibilities 

 1-PPM-0070: Contact List 

 

1-PPM-0010 Program Management Team 
(PMT) Scope of Services 
AECOM entered into an agreement with the District on July 27, 2017, to provide program 
management services for the DCSD 2017 �± 2022 Capital Improvement Program (CIP) and 
a group of projects remaining from the E-SPLOST IV Program.  AECOM Program 
Management responsibilities include the following elements:  

�x Management and coordination of overall 2012-2017 Capital Improvement Program 
per the executed Master Agreement for Program Services: 

o During the Pre-Design Phase 

o During the Design Phase 

o During the Procurement Phase 

o During the Construction Phase 

o During the Project Closeout Phase 

o During the Warranty Phase 

�x Provide oversight of various non-construction type projects 

1: Program Staffing: 
Organization and Roles 

0: Background/ 
Introduction 

8: Closeout 

2: Program Management 
Controls Strategy 

7: Construction 

6: Design 

3: Program/ Project 
Communications Plan 

4: Procurement 

9: Safety/Security 

5: Pre-Design 
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�x Other duties and responsibilities as delineated in the Master Agreement. 

 

During the planning, design and construction phases of the numerous projects, the 
Program Management Team (PMT) shall perform the overall Program scope services in 
the following section without assuming the responsibility or liability of the respective project 
A/Es for the accuracy, adequacy, and completeness of design and without assuming the 
responsibility or liability of the respective contractors.  Unless the Owner directs otherwise 
in writing, and except as otherwise provided in the AECOM Agreement, the PMT shall 
perform such Services until construction of the Project is complete.    

OVERALL PROGRAM SCOPE OF SERVICES 
In this section, the AECOM Program Management Team, labeled as Program Manager, 
or PM, will report to the Chief Operations Officer in coordination with the staff of the Design 
and Construction Dept.  The Program Manager will provide, in conjunction with the 
District�¶�V���V�W�D�I�I�����P�D�Q�D�J�H�P�H�Q�W���R�I���W�K�H��Capital Improvement Program (CIP) and the individual 
projects which comprise the program. 

The Program Manager shall provide the following services in accordance with the Master 
Agreement for Program Management Services.  These services shall include, but not be 
limited to: 

A. Management of the Capital Improvement Program 

1. Coordinate and administer the Program, interfacing with internal staff of various 
departments and representatives of outside organizations.  

2. Develop a Program Management Plan which outlines and defines the capital 
improvement scope, schedule, and budget by project.  Develop the criteria and a 
process to identify priorities for the various work items.  

3. Develop a Program Procedures Manual which will provide the framework on how the 
program will be executed on a day-to-day basis. The manual will identify team 
�P�H�P�E�H�U�V�¶���U�R�O�H�V���D�Q�G���U�H�V�S�Rnsibilities, as well as approval processes, lines of authority, 
reporting requirements, external communications with local school principals and 
stakeholders, and any other procedures necessary for the success of the program.  
The Program Procedures Manual shall follow all policies of the Board of Education 
and Georgia Department of Education, as well as the requirements of local and state 
authorities �K�D�Y�L�Q�J���M�X�U�L�V�G�L�F�W�L�R�Q�����$�+�-�¶�V��  

4. Provide computer scheduler/analyst to develop and maintain a comprehensive 
master schedule within our Oracle Primavera P6 Enterprise Project Portfolio 
Management Software which documents the sequence and time frame for each 
project in the Program. Report on progress and status will be submitted at regular 
intervals as requested by the Owner.  

5. Review project budgets developed to date and create a master program budget. 
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�3�U�H�S�D�U�H�� �D�Q�G�� �P�D�L�Q�W�D�L�Q�� �S�U�R�J�U�D�P�¶�V�� �P�D�V�W�H�U�� �E�X�G�J�H�W�� �L�Q�F�R�U�S�R�U�D�W�L�Q�J�� �W�K�H�� �2�Z�Q�H�U�¶�V�� �F�R�V�W��
accounting procedures. Produce cash flow models to track anticipated project 
receipts against projected expenditures. Develop a process that provides cost control 
and timely, accurate measurement of program and project expenditures incorporating 
earned value management techniques. Prepare periodic summaries of program 
�H�[�S�H�Q�G�L�W�X�U�H�V���I�R�U���W�K�H���2�Z�Q�H�U�¶�V���U�H�Y�L�H�Z�����7�K�H���F�R�V�W�V���I�R�U���W�K�H���Z�H�E-based project reporting 
system licensing agreement and any required maintenance fees will be the 
responsibility of the Owner. The Program Manager shall be responsible for properly  
converting existing SPLOST IV project data from current legacy systems over to new 
web-based project reporting system.  

6. �3�U�R�Y�L�G�H���G�R�F�X�P�H�Q�W���D�Q�G���G�D�W�D���F�R�Q�W�U�R�O���V�S�H�F�L�D�O�L�V�W���W�R���Z�R�U�N���Z�L�W�K���W�K�H���2�Z�Q�H�U�¶�V���V�W�D�I�I���W�R���G�H�Y�H�O�R�S��
a web-based project reporting system and associated processes, which can be used 
to monitor project status and support the communication between team members. 
The system shall be used to track and control project information such as contracts, 
costs, issue-tracking, design review, changes, payments, document control, meeting 
minutes, etc. Specialist shall be required to manage all associated with the 
coordination and analysis of documents, drawings, and data associated with the 
Owner�¶�V�� �&�D�S�L�W�D�O�� �,�P�S�U�R�Y�H�P�H�Q�W�� �3�U�R�J�U�D�P���� �6�S�H�F�L�D�Oist shall coordinate with Facilities 
Management Department to develop and maintain systems and procedures to store, 
retrieve and analyze data, drawings, and other construction documents necessary for 
the design, operations and management of the DCSD�¶�V���I�D�F�Llities. 

7. Report on the market climate and recommend strategies to minimize project delays 
and maximize project budgets. Provide analysis of project delivery methods to 
determine an optimal construction framework to complete renovation and modification 
projects.  

8. As requested by the Chief Operations Officer, provide information sessions to the 
Board regarding program status and updates.  

9. Develop an outreach program to encourage qualified architects, engineers, 
contractors and consultants to be a part of the program. If requested, assist the Owner 
in developing and executing a contractor prequalification system.  

10. Assist the Owner in soliciting Requests for Qualification and Request for Proposals 
for A/Es, engineers, surveyors, geo-technical consultants, etc. needed in the 
execution of the program.  

11. �'�H�Y�H�O�R�S���D���P�H�W�U�L�F�V���E�D�V�H�G���V�\�V�W�H�P���W�R���W�U�D�F�N���W�K�H���S�U�R�J�U�D�P�¶�V���O�H�Y�H�O���R�I���V�X�F�F�H�V�V�� 

  

B. Project Design Phase  

1. �&�R�R�U�G�L�Q�D�W�H���W�K�H���G�H�V�L�J�Q���W�H�D�P�¶�V���D�F�W�L�Y�L�W�L�H�V���D�Q�G���S�U�R�Y�L�G�H���O�H�D�G�H�U�V�K�L�S���L�Q��confirming that the 
design phase program and procedures are implemented by all parties.  

2. �$�V�V�L�V�W���W�K�H���2�Z�Q�H�U�¶�V���V�W�D�I�I���L�Q���W�K�H���V�H�O�H�F�W�L�R�Q���D�Q�G���D�V�V�L�J�Q�P�H�Q�W���R�I��A/Es and engineers.  
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3. Determine needs for surveying, geo-technical and materials testing services, and 
other related services. Make recommendations and participate in selecting 
consultants to perform these services.  

4. Review, implement and monitor project schedule. Update master schedule as 
necessary to reflect any changes. The Project Manager is responsible for the 
management of the design schedule and will undertake necessary action to confirm 
that there is adherence to the schedule. 

Implement and maintain cost control procedures throughout the Design Phase. On 
new or major additions/renovations, prepare a cost estimate and a value engineering 
assessment at the end of Schematics, Design Development 30% and 80% 
Construction Documents, addressing constructability, possible cost-saving materials, 
sequencing of construction and/or construction techniques. Compare with the budget 
and cost estimates submitted by the Design Consultants and recommend revision or 
action, if required, to maintain project budgets. 

5. Review in-progress design documents during each phase of design to protect the 
Owner against errors, inconsistencies, omissions or vagueness in plans and 
specifications. Confirm �W�K�D�W�� �D�O�O�� �G�H�V�L�J�Q�V�� �F�R�P�S�O�\�� �Z�L�W�K�� �W�K�H�� �2�Z�Q�H�U�¶�V�� �(�G�X�F�D�W�L�R�Q�D�O��
Specifications and Design Requirements without assuming any of the Design 
Consultant's responsibilities or liabilities for design.  

6. Conduct design progress meetings with the Owner, the Design Consultant and other 
appropriate parties. The Project Manager will record, transcribe and distribute a 
Design Progress Report to all attendees.  

7. �'�H�Y�H�O�R�S�� �D�� �F�R�Q�V�W�U�X�F�W�L�R�Q�� �G�H�O�L�Y�H�U�\�� �V�W�U�D�W�H�J�\�� �W�K�D�W�� �P�H�H�W�V�� �W�K�H�� �2�Z�Q�H�U�¶�V�� �R�E�M�H�F�W�L�Y�H�V�� �D�Q�G��
minimizes disruptions to the educational program.  

8. Provide periodic reports that summarize design progress, schedule and cost status, 
changes and other significant project information.  

9. Review design to recommend alternative solutions whenever design details affect 
construction feasibility or schedules, without assuming any of the Design Consultant's 
responsibilities or liabilities for design.  

10. Develop phasing and occup�D�Q�F�\���S�O�D�Q���D�Q�G���V�F�K�H�G�X�O�H���L�Q���F�R�Q�M�X�Q�F�W�L�R�Q���Z�L�W�K���W�K�H���2�Z�Q�H�U�¶�V��
design staff and the Design Consultant that includes procurement support for 
furniture, furnishings, and equipment purchase in order that adequate delivery times 
are included in project schedules. Develop interim housing phasing of projects 
necessary.  

 

C. Solicitation & Award Phase  

1. �&�R�R�U�G�L�Q�D�W�H���Z�L�W�K���W�K�H���2�Z�Q�H�U�¶�V���3�U�R�F�X�U�H�P�H�Q�W���3�X�U�F�K�D�V�L�Q�J���6�S�H�F�L�D�O�L�V�W���W�R��confirm a current 
bid list is maintained.  

2. Confirm specifications and drawings are available and finalized prior to sending 
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�U�H�T�X�L�U�H�P�H�Q�W�V���W�R���W�K�H���2�Z�Q�H�U�¶�V���3�U�R�F�X�U�H�P�H�Q�W���3�X�U�F�K�D�V�L�Q�J���6�S�H�F�L�D�O�L�V�W���� 

3. Coordinate with Procurement/Purchasing Specialist on all pre bid conference and site 
visit.  

4. Identify and assist the Design Consultant in obtaining all necessary permits.  

5. Assist Procurement/Purchasing Specialist in evaluating bids and processing 
contracts.  

6. Confirm all contract(s), purchase order(s), and other documents are sent to the 
�2�Z�Q�H�U�¶�V���3�Xrchasing Department to confirm timely processing.  

 

D. Construction Phase  

1. Provide a management team to provide contract administration and to establish and 
implement coordination procedures among the Owner, the Design Consultant, the 
Contractor, testing agencies and other contractors. The PM will monitor and expedite 
the progress of the construction work. 

2. �&�R�Q�G�X�F�W�� �Z�L�W�K�� �W�K�H�� �2�Z�Q�H�U�¶�V�� �V�W�D�I�I���� �W�K�H�� �'�H�V�L�J�Q�� �&�R�Q�V�X�O�W�D�Q�W�� �D�Q�G�� �W�K�H�� �&�R�Q�W�U�D�F�W�R�U�� �D�� �S�U�H-
construction orientation meeting.  

3. Establish and implement procedures for the submittal and review by the Project 
Manager, the Design Consultant and the Owner of shop drawings, samples, test 
reports, change orders and application for payments. The PM will maintain logs, files 
and other documentation relating to such submittals and reviews.  

4. Manage and administer construction contracts and coordinate with Design 
Consultants and the Owner concerning work change, payments, submittals, 
monitoring of construction, document interpretations, and other procedural aspects.  

5. Evaluate Change Orders. The Project Manager shall advise the Owner on Change 
Order process confirming fair price and procedural compliance. Make 
recommendation to the Owner as to justification and appropriateness of Change 
Orders, including the appropriateness of quantities and pricing of the work.  

6. Use standard accounting methods to tabulate, compile and check correctness of all 
expenditures associated with the project. The PM shall review Contractor payment 
requests and verify progress.  

7. Conduct regular job coordination meetings with the Contractor, Design Consultant 
and the Owner.  

8. Review scheduled construction activities for coordination with ongoing educational 
programs and school functions.  

9. Review and monitor the progress of the Contractor's work based upon the approved 
construction schedule. Advise the Owner regarding the best sequencing to facilitate 
productivity and occupancy objectives.  
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10. Report potential budget and schedule variances, and if necessary, prepare recovery 
plans.  

11. Make recommendations to the Design Consultant when the PM observes 
construction work that appears to be defective or not in conformity with the Contract 
Documents.  

12. Provide written monthly status reports which shall include schedule reports, cost 
status reports and cash flow analysis.  

13. Assist the Design Consultant in the determination of Substantial Completion and the 
preparation of punch list. Verify the acceptability and completeness of all work per the 
Contract Documents.  

14. �:�R�U�N�� �Z�L�W�K�� �W�K�H�� �2�Z�Q�H�U�¶�V�� �:�D�U�H�K�R�X�V�H�� �6�H�U�Y�L�F�H�V�� �W�R�� �S�U�R�Y�L�G�H�� �O�R�J�L�V�W�L�F�D�O�� �V�X�S�S�R�U�W�� �L�Q�� �W�K�H��
acquisition, receiving, and setting up of furniture and equipment within new and 
renovated facilities. 

 

E. Construction Closeout Phase  

1. Coordinate the plan and schedule of occupancy to minimize disruption to educational 
activities.  

2. Develop a performance evaluation process of new building systems installed in a 
facility impact on users.  

3. Schedule instruction sessions by major material and equipment suppliers to orient 
�D�Q�G�� �W�U�D�L�Q�� �W�K�H�� �2�Z�Q�H�U�¶�V�� �V�W�D�I�I�� �I�R�U�� �R�S�H�U�D�W�L�R�Q����Confirm all operations manuals and 
warranties are delivered to the Owner in a timely manner.  

4. Organize and conduct six-month and eleven-month post occupancy evaluations and 
provide written reports.  

5. Coordinate and expedite transmittal of as-built drawings, guarantees, warranties, 
maintenance manuals and other record documents to the Owner.  

6. �6�H�F�X�U�H���F�R�S�L�H�V���R�I���2�F�F�X�S�D�Q�F�\���&�H�U�W�L�I�L�F�D�W�H�V���I�R�U���W�K�H���2�Z�Q�H�U�¶�V���U�H�F�R�U�G�V�����0�D�L�Q�W�D�L�Q���V�F�K�H�G�X�O�H��
of when Temporary Certificate of Occupancy and Certificate of Occupancy were 
obtained.  

7. Prepare final project accounting, cost per unit comparisons, and closeout reports.  

8. Conduct warranty inspections of projects during the applicable warranty period. 
Consult with the Design Consultant and the Owner to obtain and expedite corrective 
work to repair warranty items.  

9. Develop and evaluate instrument and performance of the design consultants, and 
construction contractors, and provide evaluation in writing.  
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F. Project Management Oversight  

1. Provide project management oversight services regarding scheduling, cost tracking 
and reporting for the following, but not limited to:  

a) �'�H�P�R�O�L�W�L�R�Q�����,�Q���F�R�R�U�G�L�Q�D�W�L�R�Q���Z�L�W�K���2�Z�Q�H�U�¶�V���)�D�F�L�O�L�W�L�H�V���'�H�S�D�U�W�P�H�Q�W���� 

1. Surplus Properties  

b) Safety/Security Upgr�D�G�H�V�����,�Q���F�R�R�U�G�L�Q�D�W�L�R�Q���Z�L�W�K���W�K�H���2�Z�Q�H�U�¶�V���,�7��
Department)  

1. Intrusion Alarm System Replacements  

2. School Based Radio Replacements  

3. Video Recorder Upgrades  

4. Digital Video Camera Upgrades  

5. CCTV Additions  

6. Public Safety Weapons System Replacement  

7. Command Center Equipment Upgrades and Replacements 

c) Technology Equipment and Infrastructure Upgrades (In coordination with 
�W�K�H���2�Z�Q�H�U�¶�V���,�7���'�H�S�D�U�W�P�H�Q�W���� 

1. Major Projects  

a. Replacement Schools  

b. Large-Scale Additions, Renovations, and Modifications  

2. Classroom Equipment Upgrades  

3. Infrastructure Refresh  

4. Wireless Access Upgrades  

5. Telecom Infrastructure Upgrades  

6. Digital Content Distribution Upgrades  

7. Infrastructure Upgrades  

8. Hardware Refresh  

9. 21st Century Technology Upgrades  

d) �7�U�D�Q�V�S�R�U�W�D�W�L�R�Q�� ���,�Q�� �F�R�R�U�G�L�Q�D�W�L�R�Q�� �Z�L�W�K�� �W�K�H�� �2�Z�Q�H�U�¶�V�� �7�U�D�Q�V�S�R�U�W�D�W�L�R�Q��
Department)  

1. School Bus Replacement  

2. Support Service Vehicle Replacement  

3. Bus Monitoring Systems  
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4. Radio Communications  

 

G. Other Duties and Responsibilities 

2. Attend meetings as requested by the Owner. Meetings may be conducted during or 
after regular business hours. Examples of type of meetings which PM may be 
requested to attend include:   

1. Community Meetings  

2. Project Review Meetings  

3. Community Construction Advisory Committee  

4. Coordination Meeting with DCSD staff 

5. Local Governmental Agencies  

6. Operations Division Staff Meetings  

7. Capital Program Department Staff Meetings  

8. School Board Meetings 

 

H. Capital Project List from RFP 

The capital project list shows the E-SPLOST V and remaining E-SPLOST IV projects which 
are anticipated to be managed by the Program Manager (PM). The project list is to be used 
by the PM as a framework for the program. The PM will work with the owner to further 
define the project list and recommend modifications to the priorities, budgets, and 
schedules as necessary to execute the program. The following notes apply to the 
ESPLOST IV and E-SPLOST V projects shown in Table 1 and Table, 2 below. 

Estimated project budgets include all costs to be directly managed by the Program 
Manager, with the exception of fees associated with land costs, program management, 
and program contingency. Revenues for these projects are anticipated to be from the 
balance of ESPLOST IV, E-SPLOST V sales tax collections and State Capital Outlay 
Reimbursements. A preliminary cash flow projection has been calculated to ensure 
adequate funds for these new projects based upon standard design and construction 
schedules. 

�³�5�H�S�O�D�F�H�P�H�Q�W�´�� �I�D�F�L�O�L�W�L�H�V�� �D�V�� �Q�R�W�H�G�� �D�U�H�� �S�O�D�Q�Q�H�G�� �W�R�� �E�H�� �E�X�L�O�W�� �R�Q�� �Hxisting school sites. 
Temporary facilities may be constructed on site and used as swing space for students until 
the new replacement facility is complete. 

Major additions, renovations, and modification projects have not been fully scoped, but will 
generally include work as identified in information provided to the public prior to the 
SPLOST V election. This information can be found on the E-SPLOST V website via the 
following link. http://www.dekalbschoolsga.org/e-splost/ 
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The safety and security component include ERP/Finance/HR System, computer refresh A 
& B, telecommunications upgrades, updated cameras and security equipment, active 
�E�R�D�U�G�V�����D�Q�G���L�P�S�U�R�Y�H�G���W�H�F�K�Q�R�O�R�J�\���L�Q�I�U�D�V�W�U�X�F�W�X�U�H�����7�K�L�V���Z�L�O�O���E�H���P�D�Q�D�J�H�G���E�\���W�K�H���2�Z�Q�H�U�¶�V���,�7 
Department with program oversight provided by CIP Program Manager. 

 

(Continued on next page) 
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I. Table 1: Program Management Projects E-SPLOST IV 

*This project requires technology infrastructure and equipment upgrade oversight. 
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Table 2: Program Management Projects E-SPLOST V 
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J. Capital Project List as/of: July 2021 

(Continued on next page) 
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1-PPM-0020 Organization & Staffing 
The CIP Team is comprised of two distinct groups, the DCSD Accountability Team (DAT) 
and the Program Management Team (PMT).  The DAT includes several staff members 
from the DCSD Facilities Management Department and Administration.  The PMT is made 
up of AECOM Corporation (AECOM), which holds the contract with DCSD, and one 
minority-owned firm which is based in DeKalb County, Corporate Environmental Risk 
Management (CERM). Both teams are defined further throughout the remainder of Chapter 
1. 

�x PMT = AECOM Program Management Team 

�x DAT = DCSD Accountability Team 

�x CIP Team = PMT & DAT 

1-PPM-0030 PMT Organizational Chart 
The organizational chart below shows the key personnel, administrative structure, project 
responsibilities, and working relationships of the AECOM Program Management Team. 
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1-PPM-0035 PMT Project Listing with Current 
PM Assignments 
Tables 8 and 9 in the Monthly Status Report (MSR) depict all the projects for which AECOM 
has either full responsibility or oversight responsibility.  Appendix A and Appendix B in the 
MSR  identify the PMT Project Manager responsible for each project.  These tables are 
updated periodically, but no less than every month.  
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1-PPM-0050 SPLOST V CIP Organizational Chart 
 

Primary Communications are as follows: 

�x DCSD directs AECOM/ AECOM recommends to DCSD 

�x AECOM directs A/E/ A/E recommends to AECOM (copies DCSD) 

�x A/E directs Contractor/ Contractor recommends to A/E 

�x Contractor directs communications to A/E (copies AECOM and DCSD) 
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1-PPM-0060 CIP Team Roles and 
Responsibilities 

PMT ROLES AND RESPONSIBILITIES  

Program Director 

�x Single point of responsibility for the PMT 

�x Develop Program-wide processes and policies 

�x Develop Program-wide delivery strategy 

�x Works directly with DCSD leadership on Program direction 

�x Primary voice for the PMT 

�x Interaction with E-SPLOST Advisory Committee 

Deputy Program Director 

�x Direct management of project managers/ project delivery 

�x Direct management of project controls/ reporting 

�x Relays and the directives from Program Director to CIP Team 

�x Coordination of design/peer review 

�x Coordination of estimating services 

�x Reports to the Program Director 

 

NOTE: All of the following staff will report to the Deputy Program Director with the exception 
of the Procurement Specialist, who reports to the Program Director. 

Project Managers/ Asst. Project Managers 

�x Ultimate responsibility for management of their individual projects from inception to 
end of warranty period 

�x Primary role is to manage the A/E, contractors, specialty consultants, and other 
project participants 

�x Develop and maintain production budget in order to complete assigned projects 
within the SPLOST Master Budget 

�x Develop and maintain project schedules in order to complete the projects within the 
SPLOST Master Schedule 
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�x Responsible for all documentation and reporting at the project level 

 

Program Scheduler 

�x Develop the Master Schedule based on the Board Approved Master Project Listing 

�x Maintain the Master Schedule throughout the Program 

�x Perform �³�Z�K�D�W���L�I�´���H�[�H�U�F�L�V�H�V as requested by DCSD and PMT managers 

�x Develop Project-level schedules for designated projects 

�x �$�V�V�L�V�W���3�0�V���Z�L�W�K���U�H�Y�L�H�Z�L�Q�J���F�R�Q�W�U�D�F�W�R�U�V�¶���S�U�R�M�H�F�W���V�F�K�H�G�X�O�H�V 

Estimating 

�x Provide check estimates for minor projects 

�x Provide check estimates for major change orders 

�x Provide detailed estimates for major projects at the end of each design phase and 
prior to solicitation for construction 

Procurement Specialist 

�x Lead procurement for PMT 

�x Assist the PMT PMs with providing information required for procurement in a timely 
manner 

�x Track all steps in the procurement process until contracts are executed and Notice 
to Proceeds (NTP) are issued 

�x Facilitate Project Kickoff with PM and A/E and Preconstruction Conferences with 
PM, A/E, and GC 

�x Assist with Monthly Status Report 

�x Reports to Program Director 

Document Control Specialist 

�x For hard copy files, develop and maintain filing system 

�x For electronic files, develop and maintain filing system 

�x �/�H�D�G���H�I�I�R�U�W���L�Q���S�U�R�J�U�H�V�V�L�Q�J���D�O�O���S�U�R�M�H�F�W�V���W�R���³�S�D�S�H�U�O�H�V�V�´ PCM program 

�x Maintain the PPM 

�x Lead all reporting efforts - Monthly Status Report 



 

                                               Page | 44 

                                                 

 

Program Procedures Manual (PPM) 

0 - Background/ Introduction 

PMIS Administrator (Program Controls Mgr.) 

�x Develop and implement Proliance system 

�x Develop basis for the CIP Team technology system 

�x Assist in producing the Monthly Status Report 

�x Provide training for PMT and DAT personnel on PMIS 

�x Provide training for �$���(�¶�V���D�Q�G���F�R�Q�W�U�D�F�W�R�U�V���D�V���U�H�T�X�H�V�W�H�G 

�x Provide orientation to Proliance for A/Es and contractors 

Design Review Team 

�x Perform full design reviews on major projects and additions/ renovations 

�x Assist PMs with design reviews where subject is complex or extraordinary 

�x Provide export design review support as appropriate 

�x Provide reports and recommendations as appropriate 

Project Administrator 

�x Coordinate, transcribe and proofread weekly team meeting agendas/minutes and 
action items for accuracy, prior to distribution to AECOM team 

�x Maintain, update, and track various financial documents (pay apps, invoices, 
change orders, purchase orders, expense reports etc.) for payment 

�x Monitor and control various filing system for confidential and other files (school 
projects/ personnel) 

�x Assist AECOM Team with uploading of various �V�F�K�R�R�O�V�¶ project documents 
(contracts, financials, meeting minutes, etc.) to Proliance 

�x Schedule meetings and coordinate with team members  

�x Assist with office supplies, faxing, copying, and scanning of various 
correspondence and other such office documents as necessary; various other 
administrative duties as assigned. 
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1-PPM-0061 CIP Team Work From Home 
Protocol 

PMT WORKING FROM HOME   

PMT personnel should plan on being in the office at least 4 days per week and 
work an 8-hour day with an hour lunch break.  Working From Home (WFH) should 
be clearly indicated on all �S�H�U�V�R�Q�Q�H�O�¶�V Outlook calendar and the Team Calendar 
maintained by the Project Administrator.   

The Project Administrator should be provided access to �D�O�O�� �S�H�U�V�R�Q�Q�H�O�¶�V�� �2�X�W�O�R�R�N��
calendar.  Personnel should be logged into the system when working from home.  
Status �Z�L�O�O���E�H���G�L�V�S�O�D�\�H�G���W�K�U�R�X�J�K���W�K�H���µ�&�K�D�W�¶���I�X�Q�F�W�L�R�Q���L�Q��Teams. 

Personnel should have a workspace that is free from noise and distractions, i.e.,  
doorbells, dogs, children, for work calls.  It is expected that personnel have child-
care arrangements for after-school, teacher workdays, vacations, etc. when 
working from home. 

It is understandable that unexpected circumstances arise that may necessitate 
being at home for family issues.  Personnel shall use their best judgment whether 
to take Personal Time Off (PTO).   If work cannot be focused on, PTO should be 
taken. 

Working From Home is a privilege that may be suspended or revoked. 

Also, please reference Section 9, Safety, for additional guidelines related to 
COVID-19. 
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Included in this Chapter are: 

 2-Proliance-0010: Program Management Controls Strategy (PMCS) 

 2-Proliance-0020: Document Control (using Proliance)  

 2-Proliance-0030: Cost Control (using Proliance) 

 2-Proliance-0040: Accounting Transmittal Process 

 2-Proliance-0050: CPM Schedule Control Primavera �± P6 

 2-Proliance-0060: Meetings 

 2-Proliance-0070: Reporting  

2-Proliance-0071: DOE Reimbursement Reporting 

2-Proliance-0073: Procedure for Responding to Open Records Requests 

 2-Proliance-0080: Posting to e-Board Agenda Items DCSD BOE 

 2-Proliance-0090: Proliance User Setup & Training 

2-Proliance-0100: P6 User Setup & Training 

2-Proliance-0010: Program Management 
Controls Strategy (ProlianceTM) 
The purpose of this section is to provide a general overview of the Proliance system and 
the general procedures that are used to develop and implement Proliance for a specific 
project.  

1.0 GENERAL  
The Proliance system consists of schedule management, cost/ budget forecast 
management, QA/QC management, communications management, scope creep 
management, and risk management modules for management of all phases of the project, 
including pre-design, design, procurement, construction, closeout, and warranty.  The 
Proliance system is used to forecast potential budget overruns early in the design process 
and during construction so that solutions can be developed to mitigate adverse effects on 

2 
Proliance  
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the project.   

The PMT Project Manager (PMT PM) is responsible for utilizing the systems as required 
each of his specific projects, tailoring it for the size of the project.  The system is structured 
to report detailed and summary information at three management levels within the 
Program: executive level, regional level, and project level.  

2.0 PRIMAVERA P6 SCHEDULE CONTROL SYSTEM 
The Primavera P6 schedule control system uses the construction industry-standard Critical 
Path Method (CPM) with tasks tied to costs through the work breakdown structure (WBS).  
Different levels of scheduling are developed over the course of each project; they are 
discussed below.  

Program Master Schedule �± The Program Master Schedule developed by the PMT 
shows all projects in the Program at a high level.  Typically, projects are organized by 
�µ�3�K�D�V�H�¶�����D�V���I�R�O�O�R�Z�V�� 

�x Planning  

�x Design Procurement 

�x Design 

�x Construction Procurement 

�x Construction 

�x Closeout on Documents (CD) 

�x Estimating and reconciliation at each stage  

�x Approvals from the CIP Team and GaDOE  

�x Establishment and preparation of swing space, as necessary  

The Program Master Schedule is monitored continually and updated at least monthly to 
reflect current Program status.  This updated schedule information is then included in the 
Monthly Status Report (MSR). 

Project-Level Schedule �± Depending on a project's size and/or complexity, an individual 
project schedule may be developed to expand on the milestones dictated by the Program 
Master Schedule.  A Project-level Schedule may consist of 20-40 to 80 interrelated 
activities.  These include:  

�x Design procurement  

�x BOE Approval Process �± at all appropriate procurements 

�x Schematic Design Documents (SD), Design Development Documents (DD), and 
Construction Documents (CD) 
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�x Estimating and reconciliation at each stage  

�x Approvals from the CIP Team and GaDOE  

�x Establishment and preparation of swing space, as necessary  

�x Demolition procurement 

�x Demolition 

�x Construction procurement  

�x Construction 

�x FF&E 

�x Technology 

�x Construction closeout 

�x Warranty 

All Project-level Schedules are monitored continually and updated at least monthly to 
reflect current project status.  The updated information is then consolidated in the 
Program Master Schedule for inclusion in the Monthly Status Report (MSR). 

Design Schedule �± The PMT PM will develop a milestone-level Design Schedule 
specifically for each project that will be an integral part of the RFP for Architect/Engineer 
(A/E) �V�H�U�Y�L�F�H�V�� �D�Q�G�� �W�K�H�� �$���(�¶�V�� �F�R�Q�W�U�D�F�W���� ��After the award of the contract, the PMT PM 
collaborates with the design professional in order to develop a detailed Project-level 
Design Schedule.  The schedule will identify in detail all major milestones and 
intermediate checkpoints and deliverables that the A/E will have to meet during the design 
process.  These milestones include: submittal of drawings; specifications; detailed cost 
estimates; Value Engineering (VE) studies; for Schematic Documents (SD), Design 
Documents (DD), 30%/80%/100% Construction Documents (CDs); reviews; and 
reconciliations and approvals of each submittal.  In the event of budget overruns at any 
design phase, the A/E will provide redesign in accordance with their contract, in order to 
keep the project on schedule.  A design recovery schedule will be developed by the A/E 
as necessary.   

 

Construction Schedule �± The Construction Schedule will be developed by the Builder 
(i.e., General Contractor (GC), Construction Manager-at-Risk (CMAR), or Design-Builder) 
and will show all activities required to construct and turnover the project.  It will show 
logical relationships between the major activities, material supply, procurement, 
construction, and turn-over and occupancy anticipated for each project.  The Builder will 
submit the schedules per the requirements of its contract.  Generally, the following 
applies: 
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1. The Builder will procure a scheduling consultant to perform the technical 
scheduling required on this Program. (This requirement can be waived in writing, 
by the District, if the contractor shows in-house expertise for this function).   

2. The Builder, within seven (7) days of Notice to Proceed, will submit a schedule 
to the A/E and PMT PM for approval.  A preliminary schedule outlining 
significant activities for the first 60 days of the contract.  This preliminary 
schedule will incorporate all significant milestones issued to the Builder in his 
contract.   

3. Within 15 days, the Builder will submit to the A/E and Owner a full CPM, cost 
and resource loaded schedule for the entire project for review and approval.   

4. Construction Schedules will display both the current and baseline schedule for 
comparison.   

5. The PMT PM and the A/E will monitor the Builder�¶�V�� �V�F�K�H�G�X�O�H�� �F�R�Q�W�L�Q�X�R�X�V�O�\��
throughout construction. 

Look Ahead Schedules �± The contractor is required to submit a Look Ahead Schedule at 
each weekly meeting.  On large projects, a two-month look ahead and a one-month look 
behind is recommended.  On smaller projects, it can be adjusted accordingly. 

3.0 PROLIANCE COST CONTROL SYSTEMS  
To mitigate budget and/or cost overruns, a cost control system must be implemented that 
specifically addresses funding, budgeting, cost accounting, Change Order (CO) control, 
payment, and potential cost disputes.  This system integrates with the schedule control 
system.  

Specific information pertaining to several of the cost control system components is 
provided below.  

Financial �± AECOM has implemented �7�U�L�P�E�O�H�¶�V�� �3�U�R�O�L�D�Q�F�H�� �3�U�R�J�U�D�P�� �0�D�Q�D�J�H�P�H�Q�W��
Information System. Proliance tracks all budgets, forecasts, commitments, and invoicing.  
When SPLOST V was adopted by DCSD, a Master Budget was developed.  That Master 
Budget is the baseline for all projects going forward.  DCSD previously used the 
�D�F�F�R�X�Q�W�L�Q�J�� �V�\�V�W�H�P�� �³TERMS���´��DCSD has implemented a new financial control system, 
�³�0�X�Q�L�V�´���� �Z�K�L�F�K�� �U�H�S�O�D�F�Hd all previous functions carried out by TERMS. Munis currently 
tracks budgets and expenditures, but not commitments.  The PMT is now tracking 
commitments and revenues in Proliance through its budget/forecast system. 

Accounts �± A code of accounts has been established by the DCSD that consists of a 
capital cost code, a project budget code, and a finance account code.   

Full accounting codes are as follows:  

EXAMPLE 423.71.01.00.301422.752.0000 
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�x 423 represents the SPLOST V Program and is used consistently for all accounting 
codes related to the Program 

�x The next six digits, in this case 71.01.00, represent the Cost Code pertaining to the 
type of expense:   

o 71.01.00  Pre-construction services 

o 71.03.00  A/E services 

o 71.04.00  General contractor 

o 71.05.00  Construction Services 

o 72.00.00  FF&E 

o 73.00.00  Technology 

o 99.99.00  Contingency 

These codes are used uniformly on all SPLOST V projects. 

�x The next six digits, in this case 301423,represents the project number - a discrete 
number for each project. 

�x 752.0000 represents the DSCD accounting code for code for all CIP work. 

NOTE: DCSD has transitioned to a new code system for the new Munis software.  
New accounting code breakdown is as follows: 

EXAMPLE -  SP5FACCON.35935.ARCHITECT 
 

�x SP5 represents the E-SLOSPT V Program and is used consistently for all 
accounting codes related to the Program (SP4 is used to represent E-SPLOST IV) 

�x The next six digits, in this case FACCON, represent the type of project (FACILITY 
CONDITIONS IMPROVEMENTS) 

�x The next five digits, in this case 35935, represent the project number. 
�x ARCHITECT represents the DCSD budget accounting line 

 
Budget �± The District has developed a baseline budget for each project.  Once a project 
becomes active, the PMT PM will perform a detailed budget review with DCSD and develop 
�D���³�3�U�R�G�X�F�W�L�R�Q���%�X�G�J�H�W�´���W�K�D�W will be used for managing the project. 

Cost Control �± There are three phases where costs can be controlled to the greatest 
extent.  The first is during design, where a great deal of effort is expended to keep the 
design within the design criteria and budget through estimate reconciliations, design 
review, value engineering, and redesigns.  The second is during the procurement of the 
Builder.  The PMT Project Managers will use their experience and expertise to minimize 
gaps in the design and the BUILDER buyout.  The third is during construction, by closely 
reviewing all change order requests (CORs) for merit and reasonableness. 
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Critical to effective contract and budget management is the reporting of committed costs, 
forecasts and actual cost and payments.  The cost system will compare the original 
budget to the actual expenditures.  The total program estimate, budget, and finance/cost 
control includes reporting that tracks the estimates, the actual budgeted amount, funding 
commitments, change orders and payments.  The system also forecasts over- and under-
budgeting or funding.  Reports containing this information will be provided to various 
levels of management.  

4.0 PROLIANCE MATERIAL AND SYSTEMS CONTROL  
At times, the PMT PM will track District-furnished and installed items such as furniture, 
fixtures, and equipment (FF&E); school buses; and technology.  For the transportation 
and �W�H�F�K�Q�R�O�R�J�\���W�\�S�H���D�F�W�L�Y�L�W�L�H�V�����W�K�H���&�,�3���7�H�D�P�¶�V���3Ms will meet with both departments on a 
�F�R�Q�V�L�V�W�H�Q�W���E�D�V�L�V���W�R���F�R�R�U�G�L�Q�D�W�H���'�&�6�'���Z�L�W�K���W�K�H���F�R�Q�W�U�D�F�W�R�U���� �� �)�R�U���W�K�H���³�6�F�K�R�R�O���%�X�V���3�X�U�F�K�D�V�H�´��
activity, the PMT PMs will contact the responsible DCSD individual for updates on a 
monthly basis.  This information will be uploaded to the Proliance cost reporting system 
and will be included in the Monthly Status Report (MSR) .  

5.0 REPORTING  
�x Daily: The Builder is required to submit daily reports to the A/E and District.  The 

PMT PM will review the Builder�¶�V���G�D�L�O�\���U�H�S�R�U�W���I�R�U���J�H�Q�H�U�D�O���F�R�P�S�O�L�D�Q�F�H��ensure that 
the daily report is uploaded and archived in the PMIS.  

�x Weekly: The PMT Project Managers will provide a weekly status report on each of 
their active projects to the Deputy Program Director for transmittal to the District on 
Wednesday by 2:00 PM each week. 

�x Monthly Status Report (MSR): A Monthly Status Report will be issued to the 
District in hard copy and electronic copy by the 5th of every month to report on 
activities thru the end of the prior month.  If the 5th falls on a weekend or holiday, 
the report will be submitted on the next business day.  This report is formatted to 
report on all active projects in the Program.  This report will include the following 
sections:  

o Program Funding & Expenditures Summary 

o Regional Project Budget/Cost Status Reports  

o Regional Project Schedule Status Reports  

o SPLOST V Sales Tax Revenues by Month 

o SPLOST V Total Revenue by Month 

o SPLOST V Project Scope / Budget Schedule Summary 
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�x Monthly Status Report (MSR) Executive Summary: The PMT Program Director 
will generate an Executive Summary of the Monthly Status Report information for 
transmittal to the Chief Operating Officer, with copies to the Office of the 
Superintendent, the Chief of Staff, and the Chair of the E-SPLOST Advisory 
Committee within 5 days of publication of the Monthly Status Report. 

 

6.0 DOCUMENT CONTROL  
�7�U�L�P�E�O�H�¶�V�� �3�U�R�O�L�D�Q�F�H�� �3�U�R�J�U�D�P�� �0�D�Q�D�J�H�P�H�Q�W�� �,�Q�I�Rrmation System has been implemented.  
All drawings, documents, correspondence, reports, and invoices produced or received 
during the course of the project are identified in accordance with an established index.  
The system is used to track the issuance and receipt of all documents.  Policies, 
procedures, and standards have been developed for the document control system and are 
included in Section 3 of this manual.  

7.0 COMMUNICATION MANAGEMENT  
Each project has a comprehensive and effective system and procedure for maintaining 
program documentation, reporting, and communicating status information within the team, 
as well as to the District and other external parties.  This manual (PPM) is the basis for 
consistent reporting and communications.  The Communications Management System 
provides for the timely collection and dissemination of information; comprehensive, secure, 
and accessible program documentation; facilitation of informed decision making; a 
traceable history; and integration of information from any sources.  It includes the 
management information system, and the office automation and telecommunication 
infrastructure used to support the project.  Totally comprehensive communications among 
project team members is the key to the success of the team approach.  Communication 
is structured using the framework of the WBS.  Communication elements include the 
following:  

�x Meetings (Virtual or In-person) 

�x Telephone conversations  

�x Memorandums  

�x Correspondence  

�x Reports and studies  

�x Contract documentation 

�x Electronic communications 

 



 

 

                                               Page | 54 

                                                 

 

Program Procedures Manual (PPM) 

Section 2: Program Management Controls Strategy 

8.0 SCOPE MANAGEMENT  
The District has developed a general scope for all projects based on the project list and 
information approved by the Board of Education for the SPLOST Program.  These scopes 
of work are documented in the �'�L�V�W�U�L�F�W�¶�V���/�R�F�D�O���)�D�F�L�O�L�W�\���3�O�D�Q�� Upon Notice to Proceed, the 
A/E will meet with the District and PMT to review the planned scope, and then will develop 
a preliminary report identifying the scope of work that the A/E believes can be designed 
for the Stated Cost Limitation (SCL). The PMT and A/E will meet with the District to agree 
on the exact scope of work the A/E will be asked to design; the A/E will take this scope of 
work and develop drawings and specifications to meet the budget.  The A/E will design to 
the SCL and, if it exceeds the SCL, it will revise the design at no cost to the District. 

2-Proliance-0020: Document Control - Proliance 
The purpose of the Document Control System is (1) to confirm that project documentation 
is complete for historical purposes, (2) to identify documents that require follow-up or status 
tracking to confirm timely response, and (3) to provide a method for document retrieval. 
This section contains the procedures for the control of the documents.  

The Document Controls Specialist (DCS), in conjunction with the Proliance Administrator, 
is responsible for the set-up and maintenance of the documentation and tracking system 
that confirms items are adequately documented, tracked for timely response, and able to 
be retrieved in a timely manner.  

The PMT Project Manager is responsible for making sure the project team is using the 
Proliance system properly by submitting information into the system timely and accurately.  
The PM is the focal point for administering the PCM program on the project level. 

The Proliance system is totally dependent on the participation of the entire project team �± 
A/E, contractor, Owner, Program Manager, consultants, etc.  Each entity is responsible 
for processing their documentation in accordance with the agreed-to workflows.   

1.0 REPORTS  
Reports can be generated using database queries in response to District or stakeholder 
questions.  These reports are organized in such a way that the requestor can select the 
exact information required from a simple review of the documents presented.  

2.0 FILING OF PAPER COPIES  

4.1 General Storage  

All Program and project document hard copies will be stored in a secure location as 
dictated by the District. The secure storage location will be a controlled access space that 
serves as the repository of the original, or best copy, of the particular contract-related 
documents.  
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3.0 TYPES OF COMMUNICATION AND RECORD KEEPING  

3.1 General  

Different types of project deliverables will require different documentation and lines of 
communication.   

Strong, effective, and constant communication within the entire management team 
(District, PM, design consultant, and contractors) is the backbone of success for every 
project.  With the use or application of state-of-the-art information technology (web-based 
information flow) this task has become much more effective and simplified.  

Because the PMT is ultimately held accountable, it is essential that all communications, 
instructions, and decisions be documented.  The types of communications include, but 
are not limited to:  

�x Correspondence  

�x Faxes  

�x E-mails  

�x Memos  

�x Transmittals  

�x Meeting notes (Minutes)  

�x Telephone communication records 

�x Diaries  

3.2 Correspondence  

All correspondence must include the following:  

�x Project number and name  

�x File number  

�x Subject matter 

�x Date 

�x Letter number (e.g., Letter # 1 to DCSD = DCSD001) 

3.3 Faxes  

All faxes must include the following:  

�x Project number and name  
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�x File number 

�x Subject matter 

�x Date 

Faxes will be �I�L�O�H�G���L�Q���D���F�K�U�R�Q�R�O�R�J�L�F�D�O�O�\���R�U�G�H�U�H�G���³�)�D�[�´���I�L�O�H�����)�D�[�H�V��will be limited, and are not 
intended to replace formal letters.  They will be used to transmit information that is not 
available electronically, but with the use of E-mail and a web-based information flow, the 
use of faxes will be limited.  

3.4 E-mail  

E-mail will be carefully examined for content and considered as a letter if sending or 
receiving instructions and directions.  All e-mails will be retained electronically, logged, 
and saved to appropriate file.  Note that e-mail can create risk to the District if it is not 
treated as one would treat a letter.  

3.5 Transmittals  

Transmittals should only be used to transmit information that cannot be sent electronically 
(material samples, shop drawings, etc.).  All such transmittals will be filed chronologically 
by the Project Administrator.   

3.6 Meeting Notes (Minutes)  

During the design management and/or pre-construction period the following types of 
meetings will most likely occur:  

�x Design meetings (programming, design, progress, budget, and scheduling) 

�x Owner/A/E/Contractor (OAC) meetings with the PM 

�x Meetings with permitting authorities or authorities having jurisdiction 

As moderator, the PM maintains the agenda, keeps the discussion focused, obtains 
commitments related to completion of action items, underscores decisions as they are 
made, and summarizes the meeting results.   

Minutes of the meeting will be distributed promptly, with action items highlighted, and 
should include assigned responsibilities and deadlines.  

The meeting minutes indicate the date, purpose, place, number, and attendees (see 
Attachment A for Sample Meeting Minutes Form).  

The following closing paragraph shall be placed on all meeting notes:  

�³�7�K�H���P�H�H�W�L�Q�J���P�L�Q�X�W�H�V���D�E�R�Y�H���U�H�I�O�H�F�W�V���W�K�H���D�X�W�K�R�U�¶�V���X�Q�G�H�U�V�W�D�Q�G�L�Q�J�� �R�I���W�K�H���G�L�V�F�X�V�V�L�R�Q�V���W�K�D�W��
occurred in this meeting and are believed to be accurate and complete.  Each attendee is 
requested to review these meeting minutes within 24 hours of the distribution of these 
minutes, and to provide any additional comments if they believe that the above meeting 
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minutes do not adequately represent the full discussion.  After this 24-hour period, all 
comments will be added, and these meeting minutes will be recorded in the permanent 
�U�H�F�R�U�G���D�V���D�Q���D�F�F�X�U�D�W�H���D�Q�G���F�R�P�S�O�H�W�H���U�H�S�U�H�V�H�Q�W�D�W�L�R�Q���R�I���W�K�H���S�U�R�F�H�H�G�L�Q�J�V���L�Q���W�K�H���P�H�H�W�L�Q�J���´ 

3.7 Telephone Communication Records  

Items discussed and decided upon and instructions received or given during telephone 
conversations will be recorded and chronologically filed in the appropriate folder of the 
project file.  

3.8 Program Manager's Daily Log 

Per Article 4.41 of the PMT contract with DCSD, during construction of a large project, the 
Program [Project] Manager will ensure that a daily log of events and job site conditions, 
including descriptions of any adverse weather, specific Work accomplished, equipment 
breakdowns and failures, procurement and delivery problems, accidents and injuries, 
safety violations and citations, and any other events or circumstances impacting the 
progress, cost, or quality of the Project is produced and cataloged.   

2-Proliance-0030: Cost Control - Proliance 
 

The CIP Team shall confirm that all project costs are uploaded, managed effectively, and 
reported accurately using the Proliance software system. 

The purpose of this section is to provide procedures for developing budgets, making 
changes to existing project budgets, requesting funding and changes to funding for 
contracts, and specifics regarding cost management processes.  

1.0 OBJECTIVES  
The cost management objectives of a project or program are to:  

�x Establish procedures and systems to collect, manage, and report on all 
program/project cost data  

�x Organize all costs for each project into one system for cost reporting, cost 
management, and management of the project/program  

�x Accurately track budgeted, contracted, forecasted, and invoiced costs for the 
project/program, and measure performance against the approved program/project 
budget  

�x Provide the District with the data required to make informed decisions on cost 
management issues 

�x Provide the District�¶�V�� �)�L�Q�D�Q�F�H�� �'�L�Y�L�V�L�R�Q�� �Z�L�W�K�� �F�R�V�W�� �L�Q�I�R�U�P�D�W�L�R�Q�� �U�H�O�D�W�H�G�� �W�R�� �S�U�R�M�H�F�W��
funding, bond issuance, encumbrance, cash flow requirements, and demand on 
contingencies.  
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The Cost Management System consists of the hardware, software, coding structures 
and procedures established to accomplish the cost management objectives of the 
program.  The approach to project/program cost management is the following:  

1. If one has a program, it will be managed as a group of projects.  

2. Costs are budgeted based on projects, not contracts.  A project normally 
contains several contracts that cover design, construction, and a variety of other 
costs. Invoiced cost data is collected at the contract level.  

3. A program budget is developed and monitored based on costs compiled at the 
project level.  

4. The project/program cost management system relies on the PM compiling 
invoiced and forecasted costs and forwarding this data in a project/program cost 
report at regular intervals to the District.  

5. Changes to the project/program budget are managed by the PM and approved 
by the District.  

6. Project/program cost reports are prepared to share cost information, to identify 
cost issues and trends, and to provide the information needed to resolve those 
issues.  

2.0 COST CODING STRUCTURES  
2.1 General  

Due to complexity of projects/programs and the cost-reporting requirements, codes are 
used to identify many elements within the project/program, such as projects, consultants 
or contractors, and contracts.  This subsection describes an example of these coding 
systems.  

2.2 Project  

All work defined under the project/program must be coded against a cost center such as 
utilities, buildings, phases, projects, etc.  The District�¶�V�� �)�L�Q�D�Q�F�H�� �'�L�Y�L�V�L�R�Q���� �Z�L�W�K�� �W�K�H��
assistance of the PM, will allocate the project/program budget to the various cost centers, 
and will code all projects in the project/program to the appropriate cost center.  The PM is 
responsible for the collection of project cost data by District cost center.  

2.3 Cost Components  

In order to organize project/program costs in parallel with the District�¶�V�� �H�[�L�V�W�L�Q�J�� �F�R�V�W��
management systems, the PM will establish cost components.  The budget of each 
project in the project/program consists of one or more of the cost components.  If the 
design or construction work in a project is divided between two or more contracts, the 
design or construction cost components of that project will equal the sum of the estimated 
or contracted values of all design or all construction contracts in the project.  The cost 
component codes and descriptions will be defined and increased in the monthly program 
Cost Report.  
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Construction. The designator for estimated or contracted construction work 
cost. It may include one or more contracts.  

Construction Contingency. An amount of approximately 5-10% of the 
estimated or contracted construction cost of each construction contract defined 
within a project.  

Owner Controlled Insurance Program . The cost of insurance provided by the 
District which replaces that normally provided by design consultants, 
construction management consultants, and contractors.  

Design.  The estimated or contracted design cost of the project. It may include 
costs by District inhouse staff and/or by one or more contracts with outside 
consulting firms.  

District Administration. The cost of District staff.  

Construction Management. The cost of Project/Construction Management 
provided by a project/construction management firm.  

Management Reserve. All project/program-level contingency that has not been 
assigned to a specific project. With approval of the Change Control Committee, 
the Management Reserve may be used to cover overruns in design, 
�D�G�P�L�Q�L�V�W�U�D�W�L�R�Q���� �R�U�� �F�R�Q�V�W�U�X�F�W�L�R�Q���� �R�U�� �L�W�� �P�D�\�� �E�H�F�R�P�H�� �D�O�O�R�F�D�W�H�G�� �W�R�� �D�� �S�U�R�M�H�F�W�¶�V��
construction contingency.   

2.4 Work Breakdown Structure (WBS) 

To facilitate budget development, management, and accounting for the program, the PM 
will develop a detailed WBS. The hierarchical nature of the WBS allows cost data to be 
summarized at various levels to produce cost reports.  

2.5 Project Numbers  

DCSD has assigned a unique project number to each project in the program.  It is 
important to note that there are may be more than one project at a facility, so use of the 
project number is critical in identifying a particular project. 

2.6 Contract Numbers  

The DCSD Procurement Dept. will assign a unique Contract Number to each contract.   

2.7 Contractor ID Codes  

Each consultant or contractor is assigned a unique, Vendor ID Code.  This code is used 
to link consultant and contractor information to cost and correspondence records within a 
project.  
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3.0 PROJECT MANAGEMENT SOFTWARE  
A cost management software system is used to organize, collect, summarize, and report 
on all program and project information in a relational database system.  Through the use 
of the system, the PMT compiles detailed cost data, which can then be summarized and 
reported on in a variety of data sorts, including the following: cost by project, cost by 
contract, and cost by District cost code.  

The use of a single, relational database confirms that all District contract, a COs, invoice, 
and cost trend information is cross-referenced between the various database tables that 
contain the program cost data.  

The Proliance database has the following modules:  

01. Integration and Scope  
02. Time Schedule 
03. Cost and Budget 
04. Quality 
05. Human Resources 
06. Communication 
07. Risk 
08. Procurement 
09. Design 
10. Construction 
11. Safety 
Supporting Documentation  
Other Documentation 

4.0 GENERAL COST MANAGEMENT PROCEDURES  

4.1 Construction Contract Changes  

Typical types of documents to bring about and document construction contract changes 
are discussed below:  

�x Change Order: A change order (CO) is a document signed by an authorized 
representative of the District and an authorized contractor representative, to 
authorize new work, delete previously agreed upon work, or change the contract 
time or selected conditions.  
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4.2 Budget Changes  

�7�K�H���W�H�U�P���³�%�X�G�J�H�W���&�K�D�Q�J�H�´���U�H�I�H�U�V���W�R���D�Q�\���F�K�D�Q�J�H���P�D�G�H���Z�L�W�K�L�Q���D���S�U�R�M�H�F�W�¶�V���E�X�G�J�H�W���� �� �7�K�H���3�0��
is responsible for entering the budget change data into the database system.  

4.3 Budget Transfer  

A Budget Transfer is a formal transfer of project/program funds between two or more 
projects or elements within the program or between a project and program Management 
Reserve.  

Budget Transfers may be initiated by the Project Manager and must be approved by the 
Program Director and the District.   The Program Manager is responsible for the 
development and maintenance of the program-wide budget Transfer Log (Transfer Log), 
which will include the transfer number, transfer title, short description of the transfer, 
initiator of the transfer, amount transferred, and the appropriate approval signatures.  The 
PM will publish the transfer log monthly in the program MSR.  

4.4 Forecast  

The following forecasts are used to manage the program: cash flow projections, cost 
trends, cost issues, estimated future commitment, forecast to complete, and forecast at 
completion.  Each of these forecasts is explained below.  

4.4.1 Cash Flow Projections  

Cash flow projections are detailed projections to plan when cash is required for payment.  
Cash flow projections must be established early in the project and updated monthly to 
provide accurate information for budgeting.  The following sub-section describes the 
development of steps are performed at the project and program levels. 

At the Project level, Proliance is used to capture �D�O�O���D�F�W�X�D�O���D�Q�G���S�R�W�H�Q�W�L�D�O���µ�F�R�V�W��events�¶�����V�X�F�K��
as trends, potential contract amendments/change orders, and allocations for known events 
but uncertain costs. These are discussed further, below. 

�7�K�H���3�U�R�O�L�D�Q�F�H���V�\�V�W�H�P���L�V���S�U�R�J�U�D�P�P�H�G���W�R���F�R�P�S�L�O�H���D�O�O���R�I���W�K�H���µ�F�R�V�W���H�Y�H�Q�W�V�¶���D�Q�G produces an 
Estimate to Complete (ETC) cost that can be used as a comparison forecast versus the 
known baseline cost.  The system calculates the Estimate At Completion (EAC) based on 
the forecast ETC, and �µ�I�O�D�J�V�¶���W�K�R�V�H���S�U�R�M�H�F�W�V���E�\���F�D�O�F�X�O�D�W�L�Q�J���D���µ�&�R�V�W���3�H�U�I�R�U�P�D�Q�F�H���5�D�W�L�R�¶ 

The Cost Performance Ratio (CPR) is defined as: EAC / Current Budget. 

�x If the EAC is less than or equal to the current budget, then projects read green; 

�x If the EAC is between the current budget and the current budget plus 5%, 
projects show amber; 

�x If the EAC is greater than the current budget plus 5%, projects show red 
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Program Cash Flow Report: The Program Controls Manager will compile the 
project cash flow projection data monthly to develop and update the program cash 
flow tables.  This report is included in the Monthly Status Report (MSR).   

4.4.2 Cost Trends  

Cost trends reflect the worst-case scenario and are defined as the earliest recognition by 
the District of a condition or problem that may result in a change to the cost.  Cost trends 
may include anticipated claims, market conditions, or material cost increases.  Cost trends 
are order-of-magnitude estimates only and are subject to change.  Their effect may be 
limited to a single project, may span several projects, or may impact the entire program.  
All cost trends are resolved by the Change Control Committee, typically, through use of a 
budget transfer or scope adjustment.  

Cost trends may be identified by the District, consultant and/or the PM.  The identifier of 
the trend creates a Trend Data Sheet.  The PM collects the Trend Data Sheets and 
submits them to the District monthly for review and incorporation into the master trend log, 
published by the PM in the program Cost Report.  

Trend Data Sheets are reviewed.  Once a trend is resolved, the Trend Data Sheet is 
signed by the approving party and published by the PM in the next project/program Cost 
Report.  

4.4.3 Cost Issues  

Cost issues include any issues or problems that may result in a cost change to a contract, 
such as an RFI, an unforeseen site condition, an error or omission in the Contract 
Documents, a claim, or a delay.  All cost issues are logged into Proliance, which totals the 
most accurate known costs for all open cost issues at any time to determine the total 
demand on budget at both the project and program levels.  

4.4.4 Estimated Future Commitment  

The Estimated Future Commitment for a given contract includes budgeted work that may 
become a contract commitment plus any cost trends over the allocated contingency and 
budget transfers.  

The Estimated Future Commitment for a project is the sum of the Estimated Future 
Commitments for all contracts within that project.  The Estimated Future Commitment for 
the program is the sum of the Estimated Future Commitments for all projects in the 
program.  

4.4.5 Estimate To Complete  

The Estimate To Complete (ETC) for a given contract represents the projected dollar 
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�D�P�R�X�Q�W�� �U�H�T�X�L�U�H�G�� �W�R�� �F�R�P�S�O�H�W�H�� �W�K�H�� �F�R�Q�W�U�D�F�W�¶�V�� �V�F�R�S�H�� �R�I�� �Z�R�U�N���� �7�K�H�� �)�R�U�H�F�D�V�W�� �7�R�� �&�R�P�S�O�H�W�H��
equals the sum of (1) the remaining contract amount that has not been expended to date, 
(2) the remaining budgeted contingency for that contract, and (3) the Estimated Future 
Commitment for that contract.  

The Estimate To Complete for a given project is the sum of the Estimates To Complete for 
all contracts within that project.  The Estimate To Complete for the program is the sum of 
the Forecasts To Complete for all projects in the program.  

4.4.6 Estimate At Completion  

The Estimate At Completion (EAC) for a given contract represents the projected total cost 
of the contract when it is complete.  The Estimate At Completion equals the sum of the 
Invoiced To Date cost and the Estimate To Complete.  

The Estimate At Completion for a given project is the sum of the Estimates At Completion 
for all contracts within that project.  The Estimate At Completion for the program is the 
sum of the Estimates At Completion for all projects in the program.  

4.4.7 Reconciliation with Accounting  

No less frequently than quarterly, the PMT shall reconcile the Proliance Cost Data with the 
District�¶�V��Munis accounting data.  The reconciliation will be performed at the project level 
and will include both contract and in-house costs.  A memorandum summarizing the 
results will be sent by the Program Director to the District.  

4.5 Reporting  

4.5.1 General  

Program-wide cost reporting will be done on a monthly cycle, as described below:  

�x Each PM is responsible for maintaining the up-to-date status of each contract within 
the database system, including updating the monthly invoices, COs and PCOs, 
Cost Trends, Estimated Future Commitments, Estimates To Complete and 
Estimates At Completion.  

�x Once each month, each PM will prepare the required contract and project reports 
listed in PPM.  

�x The PM will validate each file to confirm conformance with the program Master 
Project file. Validation will consist of a visual inspection of the hard-copy reports 
and the electronic files to verify that (1) they are the same and (2) they conform 
with the Stated Cost Limitation (SCL). If any changes need to be made to a 
subproject file, the changes will first be agreed upon by the District.  

�x Following the receipt and validation process described above, the PM will compile 
all the input and will publish and distribute the monthly program Cost Report.  
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4.5.2 Program/Project Reporting  

The PMT must submit a Monthly Status Report (MSR) to the District each month.  The 
�³�G�D�W�D date�´��for all information presented within the MSR is the last day of the prior month, 
with acceleration for holidays and as required by the District.  The MSR includes the 
following information:
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2-Proliance-0040: Accounting Transmittal 
Process 

1.1 Processing Invoices 

The party requesting payment must be setup in the DCSD Munis accounting system.  If 
not, the party will need to need to visit the DCSD web site Vendor Self-Service System 
and create an account. 

The PMT Project Manager will notify the Invoicing Party to submit three (3) invoices:  

�x Send invoice via mail to: 

o Sam A. Moss Service Center, DeKalb County School DCSD 
ATTN: Patty Boston, PMT Project Administrator 
1780 Montreal Road 
Tucker, GA, 30084-6706 

�x Send via email to the A/E�����D�Q�G���³�F�F�´���W�K�H��PMT Project Manager 

  
Once received the Sam Moss Service Center Receptionist shall deliver the invoice to the 

PMT Project Administrator for processing.  The PMT Project Administrator shall date 

stamp the invoice and distribute the invoice to the appropriate PMT Project Manager.  

The PMT Project Manager shall complete the DCSD Accounting Transmittal populating 

only the information below: 

�x Project 

�x Project Manager 

�x Payee  

�x Cost Code 

�x Invoice number 

�x Current Period Request 

�x Balance to Finish 

�x Percent Complete 

�x Notes: Include a brief statement of the type of services provided. 

They will also review the transmittal for accuracy, sign, date, and return to the PMT Project 
Administrator.  The PMT Project Administrator shall review and give the invoice to the 
PMT Program Director.  The PMT Program Director shall review and sign the invoice then 
give the invoice to the PMT Project Administrator.  The PMT Project Administrator shall 
make two (2) additional copies of the invoice if (3) copies do not currently exist and submit 
completed Accounting Transmittal and, one (1) original plus two (2) copies of the invoice 
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to DCSD Accounting Department. 

DCSD Accounting Department shall process the invoice in Munis and return a copy of the 
fully executed invoice to the PMT Project Administrator.  The PMT Project Administrator 
shall then scan the fully executed invoice, distribute the electronic copy by email to the 
appropriate PMT Project Manager,  file the hard copy, and  finally record the executed 
transaction in Proliance. 

1.2 Processing Pay Applications 

For processing pay applications reference the above invoice procedures up until the 
accounting transmittal. The PMT Project Manager shall then complete the DCSD 
Accounting Transmittal populating only the information below: 

�x Project 

�x Project Manager 

�x Payee 

�x Cost Code 

�x All pay application information  

�x Current Period Request 

�x Balance to Finish 

�x Percent Complete 

The PMT PM will review the transmittal for accuracy then add signature and the date.  The 
PMT Project Manager will review and submit the transmittal and appropriate A/E or Builder 
pay application checklist and return to the PMT Project Administrator.  Once done they 
can repeat the remaining invoice steps that precede the accounting transmittal completion. 

1.3 Processing Purchase Orders 

For processing purchase orders reference the above invoice procedures up until the 
accounting transmittal.  The PMT Project Manager shall then complete the DCSD 
Accounting Transmittal populating only the information below: 

�x Checking the purchase order request box. 

�x Include in the notes section a brief description of the purchase order request. 

�x Include the appropriate backup for the submitted purchase order request. 

Once done they can repeat the remaining invoice steps that precede the accounting 
transmittal completion. 
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2-Proliance-0050: CPM Schedule Control - 
Primavera P6 

1.0 PROGRAM MASTER SCHEDULE 
The purpose of this section is to provide the procedures for developing, modifying, and 
updating the Program Master Schedule.   

The Program Director is responsible for managing the development of the Program Master 
Schedule with the client; the Program Master Schedule is maintained on the Primavera P6 
platform by the PMT Program Scheduler. 

The Program Scheduler is responsible for development, implementation, and maintenance 
of the Program Master Schedule.   

The following list outlines the responsibilities for the individuals who will provide input to 
the Master Schedule.  

1.1 DCSD 

1. Review and acceptance of the Baseline Program Master Schedule  

2. Approve/disapprove changes to the Program Milestones  

3. Approve/disapprove changes to the Program Master Schedule Interface 
Milestones  

4. Approve/disapprove program schedule forecasts, resolution of interface conflicts, 
and special studies  

1.2 Program Director  

1. Recommending approval/disapproval of program schedule management 
procedures  

2. Recommending approval/disapproval of the Baseline Program Master Schedule  

3. Recommending approval/disapproval of updates, changes, and cost loading of the 
Program Master Schedule    

4. Approval/disapproval of special schedule studies  

5. Directs preparing special scheduling studies  

6. Providing monthly reports assessing program progress  

7. Recommending approval/disapproval of all time-related changes to the Program 
Master Schedule  

8. Preparing informational reports 
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1.3 Program Scheduler  

1. Preparing and maintaining the Program Master Schedule  

2. Identifying conflicts in the Program Master Schedule  

3. Monitoring Program Master Schedule progress to detect adverse trends  

4. Publishing a list of approved/disapproved time-related changes to the Program 
Master Schedule  

1. the Master Schedule 

2.0 PROGRAM MASTER SCHEDULE INPUT SOURCES  
The following are the input sources for the Program Master Schedule.   

Master schedule input sources include:  

�x Board of Education approved Project Lists 

�x Board of Education approved special initiatives 

�x Board of Education specific or special instructions  

3.0 THE PROGRAM MASTER SCHEDULE  
The Program Master Schedule is the schedule for the entire Program.   

The Program Master Schedule is the primary tool for assessing overall project/program 
status and is used to identify and manage the interfaces between various projects on the 
Program. It is organized to align with the Munis WBS by project phase.  

The Program Scheduler will be responsible for integrating the Program Master Schedule 
with the PMIS in collaboration with the Program Controls Manager.   

4.0 BASELINE PROGRAM MASTER SCHEDULE  

4.1 Preparation of Baseline Program Master Schedule  

The Baseline Program Master Schedule is based on the following:  

�x Board of Education approved Project Lists 

�x Board of Education approved special initiatives 

�x Board of Education specific or special instructions  

4.2 Review and Approval of Baseline Program Master Schedule  

The Program Scheduler will prepare the Baseline PMS for review and approval by the 



 

 

                                               Page | 70 

                                                 

 

Program Procedures Manual (PPM) 

Issue: DRAFT R3 03/21/14 
Section 9: CMS - Oracle-Primavera Contract Management System 

Section 2: Program Management Controls Strategy 

 

Program Director for submittal to the District for its review and approval.  

The PD will distribute the Baseline Program Master Schedule (as the Draft Baseline 
Program Master Schedule), in a Gantt chart format  to the program participants listed 
below.  The PD will present the schedule to these Program participants within one week 
after distributing the draft.  All recipients will send their written comments to the PD within 
two weeks.  These Program participants include:   

�x Director of Design & Construction 

�x Director of Planning & SPLOST Programming 

�x Deputy Chief Operations Officer 

The PD will schedule a meeting with the appropriate client representative(s to identify and 
resolve any significant issues.  The PD will seek to produce a realistic document that 
accurately reflects Board of Education direction and that all Program participants can 
understand and agree upon.  Although other minor issues may exist, they should not be 
allowed to delay the finalization and approval of the Baseline Program Master Schedule.  

At the end of the comment period, the PD and Program Scheduler will meet with the District 
Program participants to identify any remaining significant issues and develop a plan to 
resolve those issues.  Significant issues include a change in a date controlled by non-
program organizations, a change in existing contract schedules, or a change in existing 
contract scope.  If a significant issue affecting the Baseline Program Master Schedule 
cannot be resolved within one week following this meeting, the PD will include a reasonable 
time allowance for the significant issue and publish the Baseline Program Master 
Schedule.  

Two weeks following the close of the comment period, the PM will revise and forward the 
Baseline Program Master Schedule to the District for approval.  The PD will also prepare 
a summary of any significant changes with a brief explanation of the reason for each 
change.  The District shall coordinate the review of the Draft Baseline Program Master 
Schedule with the District�¶�V���V�W�D�I�I���� �� �$�I�W�H�U��obtaining District approval, the PD will issue the 
Baseline Program Master Schedule to all program participants to document the approval.  

Program Milestones may not be changed unless there is a client-approved change due to 
a significant change in funding, timing or scope which has been authorized by the Board 
of Education.  Intermediate Milestones may be changed, providing that the revision does 
not modify a Program Milestone.  Each revision to the schedule must be denoted in the 
title block with the revision number, date, and brief description of the revision.  Any 
changes that might impact the critical path dates must be approved by the District before 
input of the changes by the PM.  

The PD will distribute the approved Baseline Program Master Schedule.   
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4.3 Program Master Schedule Updates  

4.3.1 Preparation of Updates  

Following issuance of the Baseline Program Master Schedule, the Program Master 
Schedule will be updated on a monthly basis to show actual progress and any variance 
from the Baseline Program Master Schedule.  The Updated Program Master Schedule is 
�F�R�Q�V�L�G�H�U�H�G���W�K�H���µ�&�X�U�U�H�Q�W���6�F�K�H�G�X�O�H�¶���I�R�U���S�X�U�S�R�V�H�V���R�I���U�H�S�R�U�W�L�Q�J���D�Q�G���W�K�H���3�0�,�6���� 

 

The PMT PM will include these current updates as the Current Program Master Schedule 
(Current Schedule) in the Monthly Status Report (MSR).  The MSR report will be 
distributed in accordance with the Communication Matrix in Chapter 3.  The time-scaled 
logic diagram and Gannt chart will also be distributed by the PMT PD when requested.  

The purpose of the Current Program Master Schedule update is to present an accurate 
picture of the progress achieved at the program level and to show the effect of this progress 
on the program milestones (over a monthly period).   

The Program Scheduler has primary responsibility for gathering project status information.  
All program participants will provide information to the Program Scheduler in accordance 
with the PPM.  Schedule status information will also be acquired from other sources, such 
as correspondence, meetings and field verification.  

If potential delays or changes become apparent, the PD will notify the client to determine 
the actions that should be taken.  The PD may initiate a special schedule study to 
determine whether or not the lost time can be recovered or how changes to the originally 
anticipated schedule logic and sequence could mitigate the delay.  The PD will enlist the 
aid of the responsible project participants to research and analyze the delay and to develop 
strategies to recover time and costs.  

The Program Master Schedule update will include:  

�x The date and current approved revision of the Program Master Schedule used  

�x The cutoff date for data used for the update ���D�O�V�R���N�Q�R�Z�Q���D�V���W�K�H���³�G�D�W�D���G�D�W�H�´�� 

�x The following data for each milestone 

o Target (Baseline) Schedule  

o Current Schedule  

o Total Variance  

�x New or modified constraints between activities  

�x New or modified constraints with other projects 
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An updated MSR report will accompany the Master Schedule update. This report will 
include the following items:  

�x A summary of progress achieved and activities completed  

�x A summary of program and project status  

�x Variances between the Baseline and Current schedules  

o Scope changes  

o Milestone or completion date changes and  

�x A description and analysis of trends and changes  

�x Significant assumptions or uncertainties  

�x The data date used in the narrative report 

The Program Scheduler will verify, analyze, and consolidate the pro�M�H�F�W�¶�V�� �L�G�H�Q�W�L�I�L�H�G��
changes and incorporate those changes into the Program Master schedule update.  The 
PD will use the updated schedule data as the basis for the monthly status reports 
schedules.  

4.3.2 Review and Approval of Updates  

The PD will lead an independent review of project schedule updates as well as an 
assessment of the effects on the program/project as a whole.  The Program Scheduler 
will integrate the (project) schedule updates into the Program Master Schedule monthly 
update.  When appropriate, logic ties to reflect changed relationships among the various 
project schedules and Interface Milestones will be established.  Both project and program 
float will be evaluated, adjusted, and re-evaluated to determine trending and to develop 
recommended actions.   

The PD will transmit the Program Master Schedule update to the client monthly.  The PM 
will also provide the Program Master Schedule Gantt chart and Program Master Schedule 
narrative report in accordance with the PPM.  

4.4 Revised Program Master Schedule  

4.4.1 Revision Preparation  

Subsequent to the approval of the Baseline Program Master Schedule, the Program 
Master Schedule may be revised to incorporate approved changes in scope, funding or 
milestone dates as directed by the District and approved by the Board of Education.  Once 
approved, Revised Master Schedule is referred to as the Revised Baseline Master 
Schedule.  The process for review of proposed revisions to the Master Schedule is 
intended to confirm that a comprehensive review and evaluation is completed before 
significant changes are incorporated into the Revised Program Master Schedule.  

When additional information is required from a Program participant, the Program 
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Scheduler will prepare a RFI in writing.  Information required from organizations outside 
the Program will be requested through the �'�L�V�W�U�L�F�W�¶�V��PM.  Each inquiry will state that the 
information is requested by a specific date.  

The Program Scheduler will prepare a proposed revision to the Baseline Program Master 
Schedule based on the considerations listed below:  

�x Project construction and design schedules provided by the client and/or design 
consultant  

�x Facility occupancy dates established by the client  

�x Dates established by existing project contracts  

�x Estimates of start and completion dates of projects and/or contracts  

�x Logical constraints of project design and construction  

�x Interface requirements between different projects  

�x Changes in resource requirements  

�x Significant project scope or milestone changes  

�x Changes in funding  

�x Project narrative descriptions or other information 

Each revision to the Program Master Schedule must be denoted in the title block, by a 
revision number and date.  Each Program Master Schedule revision will include a Gantt 
chart and a time-scaled logic diagram.  The format and content will be similar to the 
Baseline Master Schedule.   

The Program Scheduler will compile a narrative report based the proposed revision to the 
Program Master Schedule.  Project-specific narratives will be provided by the program 
participants contractor to the Program Scheduler.  The narrative report for the proposed 
revision will include:  

�x A succinct introductory description of the program scope and schedule  

�x An explanation and description of the proposed revision to the Master Schedule 
including:  

o Why the change was necessary  

o The overall effect on the program  

o A brief description of the effect on each project  

o Changes between the Baseline and Current Program Master Schedules 
due to the proposed revision  

o Changes in logic or phasing associated with the proposed revision 
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o Impact on resources 

�x A description of the program critical path and any activities with negative float  

�x The data date for the schedule and the narrative report  

�x A brief description of each affected project within the Program including:  

o Important assumptions used to develop the Revised Program Master 
Schedule  

o Impacts to other projects 

o Significant uncertainties that could adversely affect the Program Master 
Schedule  

4.5 Periodic Evaluations  

The PMT PM will periodically evaluate the �3�0�7�¶�V���F�R�Q�W�U�D�F�W�R�U�¶�V���F�R�P�S�O�L�D�Q�F�H���Z�L�W�K���W�K�H���F�R�Q�W�U�D�F�W 
requirements.  The evaluations will review:  

�x Timeliness of schedule submissions  

�x Timeliness of schedule updates  

�x Thoroughness of schedules  

�x Accuracy of the schedules  

�x Management use of the schedule  

�x Measurement of progress 

5.0 PROJECT-LEVEL SCHEDULE RESPONSIBILITIES  
The purpose of this section is to provide the procedures for developing, monitoring/ 
updating, and coordinating the individual project schedules, hereinafter described as 
Project-level Master Schedules.  This procedure applies to all projects administered by 
the CIP PMT.  

The CIP Project Manager will manage the Contractor, A/E, Vendor, etc. in submitting all 
project schedules to in a format aceptable to the Program Scheduler.  The Program 
Scheduler shall track and monitor the uploaded project schedules received from the 
various project participants and develop a Project Master Schedule for that  particular 
Project.   

Project-level Master Schedule data sources include:  

�x Design Schedules  

�x �'�H�V�L�J�Q�H�U�¶�V���3�U�R�M�H�F�W���6�F�K�H�G�X�O�H�V�� 

�x �'�H�V�L�J�Q�H�U�¶�V���&�R�Q�V�W�U�X�F�W�L�R�Q���6�F�K�H�G�X�O�H�V�� 
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�x Project Schedules  

�x Current Project Schedules  

�x Pre-construction Schedules  

�x Special Schedules and Special Reports  

�x Occupancy Schedules  

�x Schedule Studies  

�x Initial CPM Schedules  

�x Contractor CPM Schedules  

�x CPM Schedule Updates  

�x Weekly Look-Ahead Schedules  

�x Recovery Schedules 

�x Time Impact Evaluations for COs 

The Project-level Schedule updates will include milestones and activities from the Program 
Master Schedule that are sufficiently detailed to allow for a status update of the schedule 
on a monthly basis; including, but not limited to:  

�x Bid and award dates of contracts  

�x Dates for approvals  

�x Vacancy dates of existing facilities  

�x Construction start dates  

�x Tenant occupancy dates  

�x Key discussion and review dates  

�x Dates for starting and finishing major construction activities  

�x Key dates for submitting applications and obtaining permits 

The Program Scheduler is responsible for reviewing and managing the Project-level 
Schedules submitted by A/E and contractors against the Program Master Schedule.  
Responsibilities for individual personnel are detailed below.   

5.1 DCSD  

�x Approving/disapproving changes to Project Schedules  

�x Approving/disapproving special schedule studies by PM  

�x Providing input to program schedule forecasts  



 

 

                                               Page | 76 

                                                 

 

Program Procedures Manual (PPM) 

Issue: DRAFT R3 03/21/14 
Section 9: CMS - Oracle-Primavera Contract Management System 

Section 2: Program Management Controls Strategy 

 

�x Monitoring and resolving schedule interface conflicts between projects for client 
activities 

5.2 Program Scheduler 

�x Reviewing all contractor-supplied schedules and analyzing the durations, logic 
assumptions and providing feedback  

�x Analyzing and incorporating design consultant, and contractor schedule data into 
the Project Master Schedule  

�x Analyzing the project monthly u�S�G�D�W�H�V���I�R�U���L�P�S�D�F�W�V���W�R���W�K�H���S�U�R�M�H�F�W���S�U�R�J�U�D�P�¶�V���F�U�L�W�L�F�D�O��
path  

�x Auditing the progress of scheduled activities to validate reporting inputs  

�x Providing project control guidelines  

�x �5�H�Y�L�H�Z�L�Q�J���G�H�V�L�J�Q�H�U�¶�V���D�Q�G���F�R�Q�W�U�D�F�W�R�U�¶�V���V�F�K�H�G�X�O�H���V�X�E�P�L�W�W�D�O���D�Q�G���L�Q�F�R�U�S�R�U�D�W�L�Q�J���W�K�H�P��
into the Project Schedule   

�x Preparing the Project Schedule for each assigned project  

�x Confirming all design and construction schedules contain adequate and 
appropriate activities and milestones to measure progress  

�x Confirming that the contractor complies with all schedule-related requirements of 
contract documents   

�x Reviewing, approving, monitoring, and verifying �W�K�H���F�R�Q�W�U�D�F�W�R�U�¶�V���V�F�K�H�G�X�O�H���V�X�E�P�L�W�W�D�O��
represents a viable plan for construction and accurately describes progress  

�x Providing the Project-level Master Schedule, Current Project Schedules, and 
required scheduling reports to the client   

�x Developing and maintaining resource loaded preliminary, baseline, pre-
construction, construction, and as-built activities to be incorporated into the project 
schedules  

�x Confirming that the project s�F�K�H�G�X�O�H�V�� �L�Q�F�R�U�S�R�U�D�W�H�� �W�K�H�� �F�R�Q�W�U�D�F�W�R�U�¶�V�� �V�F�K�H�G�X�O�H�� �D�Q�G��
status of work  

�x Identifying changes to the Current Project Schedule and requesting approval  

�x Developing Recovery Schedules with the contractors  

�x Identifying activities requiring acceleration to avoid delays 

�x Developing estimated resource requirements 

5.3 PMT Project Manager  

�x Reviewing all contractor-supplied schedules and analyzing the durations, logic 
assumptions and providing feedback  
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�x �$�Q�D�O�\�]�L�Q�J���W�K�H���S�U�R�M�H�F�W���P�R�Q�W�K�O�\���X�S�G�D�W�H�V���I�R�U���L�P�S�D�F�W�V���W�R���W�K�H���S�U�R�M�H�F�W���S�U�R�J�U�D�P�¶�V���F�U�L�W�L�F�D�O��
path  

�x Auditing the progress of scheduled activities to validate reporting inputs  

�x Preparing the Project Schedule for each assigned project  

�x Confirming all design and construction schedules contain adequate and 
appropriate activities and milestones to measure progress  

�x Managing project float  

�x Confirming that the contractor complies with all schedule-related requirements of 
contract documents   

�x Reviewing, approving, monitoring, and verifying �W�K�H���F�R�Q�W�U�D�F�W�R�U�¶�V���V�F�K�H�G�X�O�H���V�X�E�P�L�W�W�D�O��
represents a viable plan for construction and accurately describes progress  

�x Providing the Master Project Schedule, Current Project Schedules, and required 
scheduling reports to the client   

�x Confirming that the project s�F�K�H�G�X�O�H�V�� �L�Q�F�R�U�S�R�U�D�W�H�� �W�K�H�� �F�R�Q�W�U�D�F�W�R�U�¶�V�� �V�F�K�H�G�X�O�H�� �D�Q�G��
status of work  

�x Identifying changes to the Current Project Schedule and requesting approval  

�x Developing Recovery Schedules with the contractors  

�x Identifying activities requiring acceleration to avoid delays 

�x Developing estimated resource requirements 

5.4 Design Consultant  

�x Complying with the requirements of the contract documents  

�x Complying with the project control guidelines  

�x Accelerating design activities to maintain the design schedule  

�x Providing design schedules and monthly status updates  

�x �'�H�Y�H�O�R�S�L�Q�J���G�H�V�L�J�Q�H�U�¶�V���&�R�Q�V�W�Uuction Schedules when required 

5.5 Construction Contractors  

�x Complying with the requirements of the contract documents  

�x Complying with the project control guidelines  

�x Employing, at the field project office, a full-time scheduler or full-time scheduling 
consultant for the project duration  

�x Providing cost and resource loaded construction schedules in accordance with the 
requirements of Contract 
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�x Notifying PMT representatives immediately of any delays 

�x Known constraints outside the control of the project  

�x Facility occupancy dates established by the client  

�x Procurement process  

�x Utility or third parties  

�x Permitting  

�x Estimates of start and completion dates of active contracts and projects not yet 
awarded  

�x Logical constraints of project design and construction  

�x Interface requirements between different projects  

�x Project descriptions or work statements  

�x Project narrative descriptions and assumptions provided by the client  

�x Program budget and scope  

�x An estimate of available resources 

The PMT PM will request additional information in writing from the contractor. Information 
required from organizations outside the program should be requested through the client.  
Each inquiry will specify the date by which the information is required.  

Schedules for activities outside the scope of individual projects will be developed by the 
organization responsible for that work element.  Schedule updates for these activities will 
be handled in the same manner as the project schedule updates.  

 

6.0 DESIGN SCHEDULE  

6.1 Design Schedule Requirements  

Various individual project schedules will be developed by the PMT PM and/or contractors, 
design consultants, or suppliers during the design phases.  These schedules must be 
properly aligned with the Program Master Schedule and will be provided to the Program 
Scheduler for review and incorporation into the Project-level Master Schedule.  If any of 
these project schedules cannot meet the constraints of the Program Master Schedule, the 
PM will request a change to the Project-level Master Schedule from the project participant.  

6.2 Schedules Prepared by Design Consultants  

�7�K�H���G�H�V�L�J�Q�H�U���Z�L�O�O���G�H�Y�H�O�R�S���D���'�H�V�L�J�Q���6�F�K�H�G�X�O�H���V�K�R�Z�L�Q�J���G�H�V�L�J�Q���D�F�W�L�Y�L�W�L�H�V���D�Q�G���D���G�H�V�L�J�Q�H�U�¶�V 
�3�U�R�M�H�F�W���6�F�K�H�G�X�O�H���L�Q���D�F�F�R�U�G�D�Q�F�H���Z�L�W�K���W�K�H���U�H�T�X�L�U�H�P�H�Q�W�V���R�I���W�K�H���G�H�V�L�J�Q�H�U�¶�V���F�R�Q�W�U�D�F�W���� These 
schedules will be compatible with the Project-Level Master Schedule and will contain all 
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known design-related activities required to complete the project.  

6.3 Project-level Master Schedule and Current Project-level Schedule 

The PMT PM will use the schedules prepared by the designer(s) and contractor(s) as a 
basis for developing individual Project-level Master Schedules. The project schedules shall 
be critical path method (CPM) schedules that incorporate the milestones, agency and 
permitting activities, bid activities for all contracts, and construction activities.  The level 
of detail must be adequate to define all critical interface activities between contracts within 
the project, as well as any interface with other projects.  For large projects, the PMT PM 
will submit the Project Schedule to the District for review and approval/disapproval by the 
conclusion of the Planning Phase.  The District will review and approve/disapprove this 
schedule within two weeks after submittal.  Once approved, this schedule will be referred 
to as the Baseline Project-level Master Schedule.  Subsequent updates to the Project-
level Schedule for the specific date approval will be completed on a monthly basis and 
described as the Current Project-level Schedule.  Changes to the Current Project-level 
Schedule that impact Interface of Program Milestones and require changes to the Program 
Master Schedule will require District approval.  

7.0 OTHER CONSULTANTS�¶ SCHEDULES  
Outside consultants may be required to develop and submit work schedules and special 
schedules covering topics, such as permitting, environmental remediation, testing, and 
geotechnical services.  Detailed networks will be developed according to the consultant 
contract specifications and submitted to the District for review and approval.  Upon 
approval by the District, the various consultant schedules will be integrated into the Project-
level Baseline Master Schedule by the Program Scheduler.  

8.0 OCCUPANCY SCHEDULES  
Occupancy Schedules are used to plan and coordinate the District�¶�V���P�R�Y�H���L�Q�W�R���F�R�P�S�O�H�W�H�G��
facilities.  This move often involves partial or phased occupancy, and the schedule must 
coordinate the requirements for the District�¶�V�� �R�S�H�U�D�W�L�R�Q�V�� �Z�L�W�K�� �W�K�R�V�H�� �I�R�U�� �F�R�Q�V�W�U�X�F�W�L�R�Q��
completion.  When requested by the District, the Program Scheduler will prepare an 
Occupancy Schedule to assist the District in planning for occupancy.   

9.0 SCHEDULE STUDIES  
Schedule studies and time impact analyses may be conducted by the Program Scheduler 
throughout all phases of the project when requested by a PMT PM or the District. 

10.0 SPECIAL SCHEDULES  
During the progress of the program, special scheduling and related reports may be 
required to plan activities, to assess performance or to study alternative solutions to solving 
a problem.  In these instances, special schedules will be developed.  
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11.0 CONTRACT CONSTRUCTION SCHEDULES  
Contract Construction Schedules shall be developed by the construction contractor in 
accordance with contract requirements.  The Program Scheduler will forward a copy of 
the project control guidelines within one week of the pre-construction conference.  
Compliance with the project control guidelines is a contract requirement and will be strictly 
enforced by the PMT PM.  The Preliminary Schedule (for the first 90 days of work) and 
contractor schedules are submitted to the PM for review and approval.  The PMT PM and 
Program Scheduler �U�H�Y�L�H�Z�� �W�K�H�� �F�R�Q�W�U�D�F�W�R�U�¶�V�� �V�F�K�H�G�X�O�H�� �V�X�E�P�L�W�W�D�O�� �I�R�U�� �D�G�K�H�U�H�Q�F�H�� �W�R�� �W�K�H��
specifications and to validate that the schedule represents a viable plan for construction of 
the project meeting the objectives of the Project-level Master Schedule.  The contractor-
provided CPM schedule updates and reports will be submitted to the PMT PM for review 
and approval on a monthly basis.  

11.1 Preliminary Construction Schedule  

A preliminary schedule will be submitted to the PMT PM seven days after the NTP is 
issued.   �7�K�L�V���V�F�K�H�G�X�O�H���Z�L�O�O���V�H�U�Y�H���D�V���W�K�H���F�R�Q�W�U�D�F�W�R�U�¶�V���V�F�K�H�G�X�O�H���I�R�U���X�S���W�R��60 days after the 
Notice to Proceed.  

11.2 Contractor Schedule  

A detailed, proposed contractor schedule will be prepared by the contractor in accordance 
with contract requirements.  Subcontractors and suppliers must provide written 
certification that their schedules have been properly incorporated in the contractor 
schedule.  These certifications must be submitted with the contractor schedule.  The 
PMT PM and Program Scheduler will compare the contractor schedule to the Current 
Project Schedule.  The contractor will follow the project control guidelines that establish 
�W�K�H�� �I�R�U�P�D�W�� �D�Q�G�� �F�R�G�L�Q�J�� �I�R�U�� �W�K�H�� �F�R�Q�W�U�D�F�W�R�U�¶�V�� �V�F�K�H�G�Xle.  Each variance to milestones and 
completion dates in the Baseline Project-level Schedule will be identified in a report to the 
District and will be submitted along with an evaluation of the impact to the Baseline Project-
level Schedule. Upon approval by the District, the contractor schedule will be used to revise 
and update the Project Schedule.  

11.3 Schedule Updates  

The contractor will monitor construction progress and submit a schedule update each 
month to reflect actual progress and any changes to planned activities.  The �F�R�Q�W�U�D�F�W�R�U�¶�V 
schedule update will be submitted along with the pay request for acceptance/rejection.  
The contractor will identify all revisions in the schedule and provide a narrative analysis of 
all proposed changes.  

11.4 Three Week Look-Ahead Schedule  

At each weekly progress meeting, the contractor will provide and present a time- scaled, 
Three Week Look-Ahead Schedule as required by the Contract.  This schedule is based 
�R�Q���W�K�H���F�X�U�U�H�Q�W���D�S�S�U�R�Y�H�G���F�R�Q�W�U�D�F�W�R�U�¶�V���V�F�K�H�G�X�O�H���� The PMT PM will forward the Three Week 
Look-Ahead Schedule to the Program Scheduler along with the meeting minutes.  
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11.5 Recovery Schedules  

If the �&�R�Q�W�U�D�F�W�R�U�¶�V schedule update shows a substantial completion date of 30 or more 
days beyond the contract completion date, or any milestone completion date, the 
contractor will submit a proposed Recovery Schedule showing how it plans to recover the 
lost time.  The PMT PM will evaluate the Recovery Schedule and forward 
recommendations for any schedule modification to the District.  Any resulting proposed 
changes to the Program Master Schedule will require District approval.  

11.6 Time Impact Analysis for Change Orders  

When the contractor is directed to price a change in the work, the contractor will prepare 
and submit a time impact analysis that includes both a written narrative and a schedule 
outlining the impacts to time and any other project activities due to the proposed change.  
The schedule must be coordinated with the original project sequence of schedule activities 
to enable the PMT PM to evaluate the impact of changed work to the original critical path.  

11.7 Schedule Reports  

In addition to the monthly schedule update, the contractor may be required to provide these 
additional reports based upon the proposed schedule update:  

�x Activity listing reports: one sorted by activity number and one by total float  

�x Cost report sorted by a�F�W�L�Y�L�W�\�� �Q�X�P�E�H�U���� �L�Q�F�O�X�G�L�Q�J�� �H�D�F�K�� �D�F�W�L�Y�L�W�\�¶�V�� �D�V�V�R�F�L�D�W�H�G�� �F�R�V�W����
percentage of work accomplished, earned value to date, previous payments and 
amount earned for current update period  

�x Schedule plots presenting a time scaled network diagram showing activities and 
their relationships, with the controlling activities or critical path clearly highlighted  

�x Cash flow report calculated by early start, late start and indicated actual progress  

�x Planned versus actual resource histogram calculated by early start and late start  

11.8 Project Status Report  

In addition to the monthly schedule update and required schedule reports, the contractor 
shall submit a monthly project status report in written narrative form, as required by 
contract.  All of these submittals are provided to the PMT PM who coordinates required 
reviews and approvals.  

  

2-Proliance-0060: Meetings 
The purpose of any meeting is to discuss particular items of concern, note issues, actions 
and responsibilities, identify processing risk, and to document any agreements made.  
Minutes and attendance sheets should always be completed, with the minutes distributed 
to all attendees in a timely manner.  The purpose of this procedure is to set forth the 
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documentation required for specific meetings: pre-bid, pre-construction, weekly progress, 
and other types of meetings.  

With the exception of the pre-proposal/pre-bid conference, the primary responsibility for 
documenting, coordinating, and chairing meetings rests with the PMT PM.  However, this 
may be delegated to anyone on the CIP Team.  Contract documents will indicate the 
nature and frequency of all regularly scheduled meetings to be conducted by CIP Team.  

1.0 PRE-PROPOSAL/PRE-BID MEETINGS  
For solicitations relating to the CIP, the CIP Team is involved in the pre-proposal/pre-bid 
conference.  Typical attendees will include the DAT Procurement Specialist, the PMT 
Procurement Specialist, and the PMT Project Manager.  For builder solicitations, the A/E 
will participate in the meeting.  At this meeting all interested vendors are instructed as to 
the specifics of the job and questions concerning the solicitation and project are discussed.  
Questions and answers from the meeting are recorded and issued as a part of the Meeting 
Minutes.  Any changes or clarifications to the contract documents must be issued as an 
addendum.  Generally, attendance at this Meeting is mandatory and often a project site 
visit is also mandatory.  

2.0 PRE-CONSTRUCTION MEETINGS  
The first meeting that the CIP Team is usually involved in is the pre-construction 
conference. After the award of the contract, a meeting is conducted with the contractor, 
CIP Team, A/E, and the District.  The purpose of the meeting is to introduce key personnel 
and to review contract requirements and procedures.  Particular emphasis should be on:  

�x Functions and authority of personnel  

�x Regularly scheduled progress meetings  

�x Submittals/shop drawings  

�x Requests for information  

�x Field instructions  

�x Payment applications  

�x Progress schedules  

�x Safety and job site security  

�x Change order procedures  

�x Subcontractors  

�x Disputes  

�x Quality control  
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�x Coordination of contractors 

�x Access and use of site 

The Record of Pre-Construction Conference form provides a good agenda outline and 
documents the proceedings.  Either this form or typed minutes must be completed for 
each conference.  

3.0 PROGRAM STAFF MEETING 

This re-occurring meeting takes place each week and includes all members of the PMT.  
The purpose of the meeting is to provide discussions relating to review of the Master 
Agreement for Program Management Services, updates on Program status, project 
status, budgets, schedules, deadlines, document controls, Proliance, major issues, 
procurement, and administrative issues.  The Project Administrator is responsible for 
taking the meeting minutes, recording action items, and distributing these documents. A 
Safety Moment and/or a Quality Moment is a recommended Agenda item. 

4.0 PROGRESS MEETINGS  
A regularly scheduled weekly project progress meeting should be established at the pre-
construction conference.  Attendees should include PMT PM, the A/E, the contractor, and 
representatives of each major subcontractor, as appropriate to the progress of the project.  

The PMT PM should prepare an agenda (that usually is derived from the previous meeting 
minutes) for discussion at these meetings.  The agenda should include a list of 
outstanding items that will be reviewed as appropriate.  A suggested list of ongoing items 
for discussion would include:  

�x Safety and Security  

�x Submittals/shop drawings  

�x Requests for Information  

�x Field Instructions / Directives 

�x Payments  

�x Schedule/progress  

�x Progress payments  

�x Potential change orders/COs  

�x Potential claims or existing claims  

�x Outstanding action Items from previous meetings 

�x Quality Control 
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Minutes of the meeting shall be distributed to all attendees in a timely manner to allow 
review before the next regularly scheduled meeting.  

Minutes should be taken by the PMT PM at all progress meetings and special meetings.  
The minutes will clearly identify all unresolved issues discussed, what action was agreed 
to, and who is responsible for taking that action.  Minutes will be distributed to all 
attendees in a timely manner, typically within 48 hours of the actual meeting.  

3.1 Progress / OAC Meeting  

The Owner-Architect-Contractor (OAC) meeting is a mandatory meeting held at a minimum 
of every two weeks for the duration of the project.  Attendees will include the Owner (the 
District representative, as required), Design Team, Builder, PMT Project Manager, and any 
design or construction consultant or subcontractor with action items identified on the 
meeting agenda.  The purpose of these meetings is to review project progress and to 
anticipate, discuss, and mitigate and issues or future concerns that might affect project 
cost, schedule, or quality.  

Typically, the OAC meeting should be prefaced with a tour of the project site, so any items 
that might be discussed during the meeting can be visually reviewed in the field.  At a 
minimum, the meeting should include a review of the previous meeting minutes, safety, 
overall schedule and upcoming activities, quality, testing, submittals, request for 
information, open issues, change request and change order status, pay request, 
comments, and upcoming meeting calendar.  The Builder should submit RFI, submittal, 
and change request logs for review during the discussion. 

4.0 CLOSEOUT MEETING 
For closeout of a project to be successful, the process must start with the commencement 
of the project and continue throughout the duration of the project.  All relevant parties must 
comply with the submittal, review and approval procedures contained in the construction 
documents in order for the process to go smoothly and be completed properly.  Closeout 
documents must be collected as the submittal process progresses and delivered to the 
A/E at 75% completion.  Once these items have been completed then the PMT PM will 
host a meeting for all project constituents to verify that all aforementioned and closeout 
tasks have been completed. 

5.0. OTHER MEETINGS  
During the course of the project, it may be necessary to schedule additional meetings to 
review specific issues on topics that require special or more deliberate attention.  When a 
special meeting is required, the PMT PM will coordinate the time and place for all required 
attendees.  The meeting minutes format will be as follows:  

�x Project  

�x Contract  
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�x Purpose  

�x Date  

�x Time  

�x Attendees  

�x Minutes  

6.0. MEETING MINUTES 
In general, whomever chairs the meeting generates the meeting minutes (with the 
exception of the District, at its discretion).   

�x If it is a design meeting of any kind, the A/E prepares and distributes the minutes. 

�x If it is a construction meeting of any kind, the A/E prepares and distributes the 
minutes. 

�x If it is a construction meeting of any kind and there is no A/E assigned to the project, 
then the PMT PM prepares the minutes. 

�x If it is a District meeting with the PMT, the PMT prepares and distributes the 
minutes. 

�x If it is a District meeting and the PMT attends, the PMT prepares and distributes 
the minutes. 

2-Proliance-0070: Reporting 
Reporting is critically important for measuring and assessing the status of the program or 
projects for a given or specific period.  The PMT will submit to DCSD all required reporting 
information on the reporting delivery date as prescribed in the agreement with DCSD.  The 
PMT will monitor the reporting from the various project participants for contractual 
compliance with all reporting requirements.   

2-Proliance-0073: Procedure for Responding 
To Open Records Requests 

1. The Requestor submits a �U�H�T�X�H�V�W�� �W�R�� �'�&�6�'�¶�V�� �2�I�I�L�F�H�� �R�I�� �/�H�J�D�O�� �$�I�I�D�L�U�V�� �Z�L�W�K�� �D��
detailed Open Records Request. 

2. The Office of Legal Affairs contacts the department that maintains the requested 
record.  COO reviews the request internally with DCSD Office of Legal Affairs 
(as appropriate) and Operations Management. 

3. If the request is inappropriate, the COO returns the request to the Office of Legal 
Affairs with explanation. 
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4. If the request is appropriate, the COO submits the request to the proper 
responder.  In this procedure, it is assumed that this procedure applies only to 
Requests sent to the CIP PMT Team.  For the CIP Team, this Request should 
be addressed to the Program Director and copied to the Deputy Program 
Director and the Document Controls Specialist. 

5. The Program Director reviews the Request and if it is deemed inappropriate, it 
will be returned it to the COO with an explanation. 

6. If the Request is appropriate, the Program Director will request that an estimate 
of the hours and resources required to reproduce the documents requested be 
prepared by the Document Control Specialist. 

No Document Will Be Created �² We will only copy documents that already 
exist. 

Answering questions will be addressed under a different forum. 

7. The Document Control Specialist reviews the Estimate with the Deputy Program 
Director and then, upon approval, the Program Director submits it to the COO. 

8. The COO submits the Estimate to Office of Legal Affairs, which in turn advises 
the Requestor of the Estimate.  If the Requestor approves the costs, direction 
will be given to proceed with producing the records. 

9. The Requestor pays the estimated fee to the AECOM CIP Team and DCSD 
through the DCSD for the value of the Estimate. 

10. The COO directs the AECOM CIP Team to re-produce the documents in the 
request. 

11. The Document Control Specialist researches the various locations for potential 
documents. 

12. The Document Control Specialist determines the required resources (program 
management staff, DCSD staff, outside venders, etc.).   With the assistance 
from the Contract Administrator, the Document Controls Specialist reproduces 
(copies) the documents. 

13. The Deputy Program Director reviews the documents to highlight areas that the 
CIP Team feels are sensitive and should be reviewed by the DCSD Office of 
Legal Affairs. 

14. The DCSD Office of Legal Affairs redacts the documents as appropriate. 

15. The DSCD Office of Legal Affairs issues the documents to the Requestor. 

*Also please see below Georgia Open Records Act Process and Procedures: 
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2-Proliance-0080: Posting to e-board / Agenda 
Items / DCSD Board Of Education 
For issues or concerns that need review and/or approval by the DCSD Board Of Education, 
the item must be included as an agenda item, which is published on the Dist�U�L�F�W�¶�V���Z�H�E�V�L�W�H.  
Once the item has been identified, then the PMT Team Member needs to formally submit 
the item to Belinda Quillet, Procurement Specialist, via email at 
Belinda_Quillet@dekalbschoolsga.org before the published date established by the BOE 
for the next meeting date to ensure the item is placed on the upcoming agenda. 
Alternatively, the PMT PM may upload the Agenda Item to the Teams J:Drive at: 
Documents>Preconstruction>Board Agenda Items>[Month] 

2-Proliance-0090: PCM User Setup and 
Training 
A Proliance User Account will need to be created upon contract award.  Once the 
awardee is identified, the PMT Project Manager shall notify the contract awardee to submit 
a contact person for Proliance access.  The contract awardee shall supply full names, 
phone numbers and email addresses to the PMT Project Manager for transfer to the PMT 
Proliance Administrator. 

The PMT Proliance Administrator shall validate the request through the PMT Project 
Manager and confirm with DCSD.  The PMT Proliance Administrator will then create the 
new user account, assign the appropriate security profile to the newly created user 
account, grant the user account access to the relevant project(s), email the contract 
awardee their username, password, Proliance setup & troubleshooting Instructions, link 
to setup instructions, and new user training materials and notify the PMT Project Manager 
that the account has been created and the credentials have been transmitted to the 
awardee. 

Additional specific web-based user training will be scheduled by the PMT Project 
Manager, through the PMT Proliance Administrator, as requested by the A/E or 
Contractor. 

The PMT Project Manager shall be available to the contract awardee to resolve setup and 
usability issues.  If the PMT Project Manager is unable to resolve the problem, he or she 
at that point will contact the PMT Proliance Administrator for assistance. The PMT Project 
Manager, A/E, and Contractor shall proceed with their responsibilities and duties until 
project completion. 

Each project at completion will need the Proliance User Account Removed.  The CIP 
Project Manager shall initiate closeout procedures per the applicable PPM and notify the 
PMT Proliance Administrator which project is completing, and which users will no longer 
be accessing Proliance.  Once notified the PMT Proliance Administrator shall verify if the 
users named by the PMT Project Manager are involved in any other active projects.  If 
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the user is involved in other active projects, only their access to the closed project is 
removed.  If the user is not involved in other active projects, the PMT Proliance 
Administrator disables the user account in Proliance then they will notify by email the 
account Owner and the PMT Project Manager of the changes to the account. 

2-Proliance-0100: P6 User Setup and Training 
Team members wishing to utilize P6 for scheduling must make a user request through the 
Program Scheduler. This request will prompt the Program Scheduler to create a user 
account to access schedules in the cloud server. 

Required reports will be installed at the global level to allow all users access.  New users 
should also request training from the Program Scheduler prior to making changes to any 
schedules in P6.  The software is a live document, and all changes are saved immediately 
upon completion.  For this reason, it is crucial that anyone that is not comfortable with the 
software or is unsure how to perform any operations seek help from the Program Scheduler 
to prevent data loss or data corruption. 

PROGRAM MASTER SCHEDULE & BUDGET REPORTS 
The Program schedule reports for the Monthly Status Report (MSR) are produced from the 
formatted layouts established in the Proliance database.   

The Program budget reports for the Monthly Status Report (MSR) are produced from the 
formatted layouts established in the Proliance database. 
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Accurate and concise communication is the key to any successful project and/or program.  
The purpose of our Communications Plan is to create and maintain effective 
communications within the CIP community.  Well-defined communication procedures are 
an essential tool to facilitate distribution of accurate and complete information to all 
stakeholders.  Along with building trust and goodwill, good communication helps to 
identify issues and challenges early and to mitigate the impact of those issues or 
challenges on the Program or P�U�R�M�H�F�W�¶�V���F�R�V�W���D�Q�G���V�F�K�H�G�X�O�H�� 

The Program/Project Communication Plan documents specific procedures for distribution 
of project information.  It incorporates standards for communication and reporting at each 
level of the management team and between various functional groups.  Standards for 
communication to be addressed include all written communications as well as verbal 
communications (phone calls/ conference calls).  

The Program/Project Communication Plan establishes clear protocols as to individual 
responsibility and authority for contact and communication between the various internal 
team members, as well as parties outside of the team.  These protocols are aimed at 
streamlining the communications process and establishing clear understanding of the lines 
of authority within the management team.  It also establishes a standard distribution for 
the various �S�U�R�M�H�F�W���G�R�F�X�P�H�Q�W�V���E�D�V�H�G���R�Q���D���³�Q�H�H�G���W�R���N�Q�R�Z�´���E�D�V�L�V�� 

Included in this Chapter are: 

 3-PCP-0010: Communications Matrix 

 3-PCP-0020: Authority Matrix 

 3-PCP-0030: Responsibility Matrix 

 3-PCP-0040: Meeting Matrix 

 3-PCP-0050: Document Distribution Matrix 

 3-PCP-0060: Document Retention Policy/ Procedure 

 3-PCP-0070: Project Startup Package 

3-PCP-0010: Communication 
The Communication Matrix on the following page shows the communications of the CIP 
Team. 

3 

PCP  

 
 
 
Program/ Project Communications Plan  

 

1: Program Staffing: 
Organization and Roles 

0: Background/ 
Introduction 

8: Closeout 

2: Program Management 
Controls Strategy 

7: Construction 

6: Design 

3: Program/ Project 
Communications Plan 

4: Procurement 

9: Safety/Security 

5: Pre-Design 
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Communications Matrix 

Information to be 
Communicated 

Communication 
Method Frequency 

Person 
Responsible for 
Communicating 

Alternate 
Recipients 

of the 
Information 

Project Kickoff Mtg 
     �‡�� �� �� �%�D�F�N�J�U�R�X�Q�G 
     �‡�� �� �� �*�R�D�O�V�����2�E�M�H�F�W�L�Y�H�V 
     �‡�� �� �� �$�S�S�U�R�D�F�K 
     �‡�� �� �� �3�U�R�M�H�F�W���7eam 

Meeting or Phone 
 

Minutes of meeting 
issued within 2 days 

Once, at project 
�³�$�F�W�L�Y�H�´���G�D�W�H 

PMT Project 
Manager 

Deputy 
Program 
Director 

CIP Project 
Team 

Procurement Kickoff 
Meeting 

Meeting 
 

Minutes of meeting 
issued within 2 days 

Once prior to 
Design 

Procurement 
 

Once prior to 
Construction 
Procurement 

PMT 
Procurement 

Specialist 
PMT PM CIP Project 

Team 

Logistics/Management 
     �‡�� �� �� �6�W�D�Q�G�D�U�G�� �� �5�H�S�R�U�W�V 
     �‡�� �� �� �6�F�K�H�G�X�O�H 
     �‡�� �� ��Client Issues 
     �‡�� �� �� �(�[�S�H�F�W�D�W�L�R�Q�V 
     �‡�� �� ��Special Information 

Meeting or Phone 
 

Minutes of meeting 
issued within 2 days 

Weekly or more 
often as needed 

Project Manager 
or Deputy 

Program Director 

Deputy 
Program 

Director or 
Program 
Director 

Varies 

Program Monthly Status 
Report (MSR) 

Hard and  
electronic copy Monthly 

PMT Document 
Control 

Specialist 

Deputy 
Program 
Director 

DeKalb County 
BOE 

Superintendent 
Operations 

Management 
SPLOST 
Advisory 

Committee 
CIP Team 

DCSD Website 
Project Progress 
     �‡�� �� �� �3�U�R�J�U�H�V�V���W�R���'�D�W�H 
     �‡�� �� �� �1�H�Z���,�Q�I�R�U�P�D�W�L�R�Q 
     �‡�� �� ��Client Requests 
     �‡�� �� �� �,�Q�I�R�U�P�D�W�L�R�Q��
Requests 
     �‡�� �� �� �6�W�D�I�I�L�Q�J Needs 
     �‡�� �� �� �$�F�W�L�R�Q���,�W�H�P�V 
     �‡�� �� �� �&�K�D�Q�J�H���2�U�G�H�U�V 
     �‡�� �� �� �6�F�R�S�H 
     �‡�� �� �� �6�F�K�H�G�X�O�H 
     �‡�� �� ��Budget 

Meeting or 
Phone/web if remote 

 
Minutes of meeting 
issued within 2 days 

Weekly or more 
often as needed All (PM lead) 

Deputy 
Program 
Director 

PMT Project 
Team 

Normal Assignments 

Discuss at Progress 
Meeting 

Minutes of meeting 
issued within 2 days 

Weekly Project Manager 
Deputy 
Program 
Director 

PMT Project 
Team 
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Communications Matrix 

Information to be 
Communicated 

Communication 
Method Frequency 

Person 
Responsible for 
Communicating 

Alternate 
Recipients 

of the 
Information 

Critical Assignments 

Ad-Hoc meeting 
 

Minutes of meeting 
issued within 2 days 

As necessary PMT Project 
Manager 

Deputy 
Program 
Director 

PMT Project 
Team 

Technical Direction 

Discuss at Progress 
Meeting 

Minutes of meeting 
issued within 2 days 

Weekly PMT Project 
Manager 

Deputy 
Program 
Director 

PMT Project 
Team 

Major Changes 
(Regardless of source) Ad-Hoc meeting As necessary PMT Project 

Manager 

Deputy 
Program 
Director 

PMT Project 
Team 

Client Input Discuss at Progress 
Meeting Weekly PMT Project 

Manager 

Deputy 
Program 
Director 

PMT Project 
Team 

Individual Performance Face-to-face As necessary Deputy Program 
Director 

Program 
Director 

Individual 
Involved 

Safety Updates 

Phone/e-mail, 
depending on urgency; 
follow up at Progress 

Meeting  

Each 
occurrence 

PMT Project 
Manager 

Field Lead 
or Deputy 
Program 
Director 

PMT Project 
Team 
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3-PCP-0015: Stakeholder Register 
At the start of each project, the PM will use the Stakeholder Register Form to collect 
information about the parties interested in a particular project.  This form will be used in 
conjunction with the Communication Matrix for determining who receives which information 
and notifications. 

Stakeholders will generally include: 

�x Project Manager 

�x CIP Team, including the PMT and DAT 

�x DCSD Operational Managers, including the Chief Operating Officer (COO), Chief 
Financial Officer (CFO), Chief Information Officer (CIO) 

�x GaDOE 

�x Board of Education 

�x Superintendent 

�x Principals and teachers 

�x Construction Advisory Committee (CAC) 

�x Students and parents 

�x Parent-Teachers Association (PTA) 

�x Special Parent Organization 

�x Taxpayers (other than parents) 

�x A/Es and contractors 

�x Other vendors 

�x DeKalb County Building Department 

�x DeKalb County Fire & Rescue 

�x DeKalb County Chamber of Commerce 

�x Media outlets: newspapers, television, etc. 
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Project Name: Date:
Project Phase:

Name of 
Stakeholder

Designation Department Role in Project Type of 
Stakeholder

Type of 
Communication

Expectations Influence on 
Project Outcome

Stakeholder Register
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3-PCP-0020: Authority Matrix 
An important aspect of program governance is assigning specific decision-making 
authority to the appropriate responsible party.  This matrix identifies the specific levels of 
authority for the SPLOST V Program. 
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3-PCP-0030: Responsibility Matrix 
The level of DCSD�¶�V�� �L�Q�Y�R�O�Y�H�P�H�Q�W�� �V�K�R�X�O�G�� �E�H�� �D�S�S�U�R�S�U�L�D�W�H�� �W�R�� �W�K�H��project and should be 
determined early in every project to avoid misunderstandings.  Complex projects with 
multiple participants may require that representatives from numerous organizations be 
involved to confirm that the project meets the objectives.  In these instances, a clear 
process that defines the roles, responsibilities and authority of each party are required for 
decision making.  

This matrix highlights the tasks and responsibilities for each team member to promote 
accountability.  This matrix is not only for the CIP Team organization, but for the CIP Team 
as a whole.  In addition to understanding the overall project requirements, each team 
member must also know and u�Q�G�H�U�V�W�D�Q�G���W�K�H���R�W�K�H�U���P�H�P�E�H�U�¶�V���U�H�V�S�R�Q�V�L�E�L�O�L�W�L�H�V���� �� 

The Responsibility Matrix provides a short, concise summary of who will perform essential 
management tasks.  It provides a "road map" that illustrates how the Project Team will 
work together.  How these tasks are performed is defined by �H�D�F�K���R�I���W�K�H���7�H�D�P���0�H�P�E�H�U�V�¶��
contracts. 

On the following page is the Responsibility Matrix for the 2017-2022 CIP.   

During the design phase, generally: 

�x The A/E is responsible for its design 

�x The PMT Project Manager is responsible for managing the A/E 

�x The District has final authority and decision-making responsibility on the project    

During construction, generally: 

�x The contractor is responsible for the building or facility per the design documents 
from the A/E. 

�x The A/E is tasked with construction administration and oversight of the contractor   

�x The Program Manager�¶�V���S�U�R�M�H�F�W���P�D�Q�D�J�H�U is responsible for managing the A/E and 
contractor 

�x The District has final authority and decision-making responsibility on the project    
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Responsibility Matrix �² PMT 

   

AECOM 
CAM

AECOM 
PIC

AECOM 
MNGMNT. 

COMMITTEE
PD DPD PM APM SCHEDULER

DOCUMENT 
CONTROLS

PROGRAM 
CONTROLS - 

Proliance

Procurement 
Specialist

Program Management
Program Procedures Manual I I I D A A A A P A A
Program Mngt Plan I I I D A A A A P A A
Master Schedule I I I D A A A P A A A
Master Budget I I I P A A A A A A A
Cost Control I I I D A A A P A A A
Proliance I I I D A A A A A P A
Status reporting and Communication  Management I I I D A A A A P A A
Procurement Planning I I I D A A A A A A P
Other Program Mngt Tasks I I I P A A A A A A A

Design Phase
Permits/Approvals N/A N/A N/A I I RV RV I I I I
Standardized Design Tools N/A N/A N/A I I RV RV I I I I
Surveys N/A N/A N/A I I RV RV I I I I
Provide detailed written program N/A N/A N/A I I RV RV I I I I
Provide District standard Specs N/A N/A N/A I I RV RV I I I I
Site investigations to gather data on existing conditions N/A N/A N/A I I RV RV I I I I
Discussions with facilities staff regarding existing conditions N/A N/A N/A I I RV RV I I I I
Provide Hazmat data N/A N/A N/A I I RV RV I I I I
Provide Project budgets N/A N/A N/A I I RV RV I I I I
Meeting Minutes N/A N/A N/A I I RV RV I I I I
Preparation of detailed design work plan/schedule N/A N/A N/A I I RV RV I I I I

Bid & Award Phase 
Reproduction & distribution of bid documents N/A N/A N/A I I A A A A A P
Advertising & legal notices N/A N/A N/A I I A A A A A P
Pre-bid meeting N/A N/A N/A I I A A A A A P
Addenda N/A N/A N/A I I A A A A A P
Bid Opening N/A N/A N/A I I A A A A A P
Recommendation for award N/A N/A N/A I I A A A A A P
Draft and issue contracts N/A N/A N/A I I A A A A A P
Review insurance & bonds N/A N/A N/A I I A A A A A P
Issue notice to proceed N/A N/A N/A I I A A A A A P
Pre-Construction meeting N/A N/A N/A I I P P N/A N/A N/A N/A

Construction Phase 
Change Orders below $100,000 N/A N/A N/A AP AP AP AP I I I I
Change Orders above $100,000 N/A N/A N/A AP AP AP AP I I I I
Reports and Project Site Documents N/A N/A N/A I I RV RV I I I I
Furniture, Fixtures and Equipment N/A N/A N/A I I RV RV I I I I
Permits/Approvals N/A N/A N/A I I RV RV I I I I
Construction Schedule Preparation N/A N/A N/A I I RV RV r I I I
Submittal review N/A N/A N/A I I RV RV I I I I
Requests for Information response N/A N/A N/A AP AP AP AP I I I I
Progress payments N/A N/A N/A AP AP AP AP I I I I
Site staff interface N/A N/A N/A I I RV RV I I I I
Hazardous materials abatement N/A N/A N/A I I RV RV I I I I
Moving N/A N/A N/A I I RV RV I I I I
Cleanup N/A N/A N/A I I RV RV I I I I
Punchlist preparation N/A N/A N/A I I RV RV I I I I
Punchlist clearance N/A N/A N/A I I RV RV I I I I
Punchlist clearance N/A N/A N/A I I RV RV I I I I
Meeting Minutes N/A N/A N/A I I RV RV I I I I

Close-Out Phase 
Contract closeout documents N/A N/A N/A I I RV RV I I I I
As-builts N/A N/A N/A I I RV RV I I I I
Warranty follow-up N/A N/A N/A I AP AP AP I I I I
Warranty Site Visit (11-month) N/A N/A N/A I I RV RV I I I I
Labor Compliance Program N/A N/A N/A I I RV RV I I I I

Key:

P Primary - Responsible for initiating, leading, managing

A Assists - Responsible for Assisting the Primary responsible party

RV Review - Responsible for timely review and appropriate action 

AP Approves - Responsible for timely review and approval

RC Receives - Responsible for receipt of information 

I Informed - Informed of what took place regarding this 

D Directs - Responsible for providing necessary information or direction

N/A  Not Applicable 

TASK
PMT

RESPONSIBILITY MATRIX
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Responsibility Matrix �² DCSD 
 
 

   

BM SUPERINTENDENT COO

Dir of 
Design & 
Constucti

on

D&D 
MGR

DIR PLAN 
& SPLOST 

PrOG

FIRE 
MARSHALL

MANAGER 
FACILITIES III

PROCUREMENT 
SPECIALIST

PM APM LEGAL
ACCOUNTING 

MANAGER
QC SPECIALIST

Program Management
Program Procedures Manual I I I RV AP I I I I I I I I RV
Program Mngt Plan I I I RV AP I I I I I I I I RV
Master Schedule I I I RV AP I I I I I I I I RV
Master Budget I I I RV AP I I I I I I I I RV
Cost Control I I I RV AP I I I I I I I I RV
Proliance I I I RV AP I I I I I I I I RV
Status reporting and Communication  Management I I I RV AP I I I I I I I I RV
Procurement Planning I I I RV AP I I I P I I I I RV
Other Program Mngt Tasks I I I RV AP I I I I I I I I RV

Design Phase
Permits/Approvals N/A N/A I I I I RV I I I I I I RV
Standardized Design Tools N/A N/A I I I I I I I I I I I RV
Surveys N/A N/A I I I I I I I I I I I RV
Provide detailed written program N/A N/A I I I I I I I I I I I RV
Provide District standard Specs N/A N/A I I I I I I I I I I I RV
Site investigations to gather data on existing conditions N/A N/A I I I I RV I I I I I I RV
Discussions with facilities staff regarding existing conditions N/A N/A I I I I RV I I I I I I RV
Provide Hazmat data N/A N/A I I I I I I I I I I I RV
Provide Project budgets N/A N/A I I I I I I I I I I I RV
Meeting Minutes N/A N/A I I I I I I I I I I I RV
Preparation of detailed design work plan/schedule N/A N/A I I I I I I I I I I I RV

Bid & Award Phase 
Reproduction & distribution of bid documents I I I RV RV I N/A N/A P I I I I RV
Advertising & legal notices I I I RV RV I N/A N/A P I I I I RV
Pre-bid meeting I I I RV RV I N/A N/A P I I I I RV
Addenda I I I RV RV I N/A N/A P I I I I RV
Bid Opening I I I RV RV I N/A N/A P I I I I RV
Recommendation for award I I I RV RV I N/A N/A P I I I I RV
Draft and issue contracts I I I RV RV I N/A N/A P I I I I RV
Review insurance & bonds I I I RV RV I N/A N/A P I I I I RV
Issue notice to proceed I I I RV RV I N/A N/A P I I I I RV
Pre-Construction meeting I I I RV RV I N/A N/A P I I I I RV

Construction Phase 
Change Orders below $100,000 I I I A A I N/A I I I I I I RV
Change Orders above $100,000 A I I A A I N/A I I I I I I RV
Reports and Project Site Documents N/A I I I I I I I I I I I I RV
Furniture, Fixtures and Equipment N/A I I I I I I I I I I I I RV
Permits/Approvals N/A I I I I I I I I I I I I RV
Construction Schedule Preparation N/A I I I I I I I I I I I I RV
Submittal review N/A I I I I I I I I I I I I RV
Requests for Information response N/A I I I I I N/A I I I I I I RV
Progress payments N/A I I A A I N/A I I I I I I RV
Site staff interface N/A I I I I I I I I I I I I RV
Hazardous materials abatement N/A I I I I I I I I I I I I RV
Moving N/A I I I I I I I I I I I I RV
Cleanup N/A I I I I I I I I I I I I RV
Punchlist preparation N/A I I I I I I I I I I I I RV
Punchlist clearance N/A I I I I I I I I I I I I RV
Punchlist clearance N/A I I I I I I I I I I I I RV
Meeting Minutes N/A I I I I I I I I I I I I RV

Close-Out Phase 
Contract closeout documents I I I I I I I I I I I I I RV
As-builts I I I I I I I I I I I I I RV
Warranty follow-up I I I I I I I I I I I I I RV
Warranty Site Visit (11-month) I I I I I I I I I I I I I RV
Labor Compliance Program I I I I I I I I I I I I I RV

Key:

P Primary - Responsible for initiating, leading, managing

A Assists - Responsible for Assisting the Primary responsible party

RV Review - Responsible for timely review and appropriate action 

AP Approves - Responsible for timely review and approval

RC Receives - Responsible for receipt of information 

I Informed - Informed of what took place regarding this 

D Directs - Responsible for providing necessary information or direction

N/A  Not Applicable 

TASK
DCSD

RESPONSIBILITY MATRIX
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Responsibility Matrix �² Others / Systems 

 

ARCHITECTCONTRACTOR
TEST 

AGENCY
OTHER

DCSD OS 
COMMITTEE

N DRIVE J DRIVE M DRIVE Proliance P6

Program Management
Program Procedures Manual N/A N/A N/A I I N/A N/A A P N/A
Program Mngt Plan N/A N/A N/A I I N/A N/A A P N/A
Master Schedule N/A N/A N/A I I N/A N/A A P P
Master Budget N/A N/A N/A I I N/A N/A A P P
Cost Control N/A N/A N/A I I N/A N/A A P A
Proliance N/A N/A N/A I I N/A N/A A P A
Status reporting and Communication  Management N/A N/A N/A I I N/A N/A A P A
Procurement Planning N/A N/A N/A I I N/A N/A A P A
Other Program Mngt Tasks N/A N/A N/A I I N/A N/A A P A

Design Phase
Permits/Approvals P P P I I I I A P N/A
Standardized Design Tools P N/A N/A I I I I A P N/A
Surveys P P N/A I I I I A P N/A
Provide detailed written program N/A N/A N/A I I I I A P N/A
Provide District standard Specs P N/A N/A I I I I A P N/A
Site investigations to gather data on existing conditions P P N/A I I I I A P N/A
Discussions with facilities staff regarding existing conditions P N/A N/A I I I I A P N/A
Provide Hazmat data R P P I I I I A P N/A
Provide Project budgets R P N/A I I I I A P P
Meeting Minutes P P N/A I I I I A P N/A
Preparation of detailed design work plan/schedule N/A N/A I I I I A P P

Bid & Award Phase 
Reproduction & distribution of bid documents N/A N/A N/A I I I I A P N/A
Advertising & legal notices N/A N/A N/A I I I I A P N/A
Pre-bid meeting N/A N/A N/A I I I I A P N/A
Addenda N/A N/A N/A I I I I A P N/A
Bid Opening N/A N/A N/A I I I I A P N/A
Recommendation for award N/A N/A N/A I I I I A P N/A
Draft and issue contracts N/A N/A N/A I I I I A P N/A
Review insurance & bonds N/A N/A N/A I I I I A P N/A
Issue notice to proceed N/A N/A N/A I I I I A P N/A
Pre-Construction meeting N/A N/A N/A I I I I A P N/A

Construction Phase 
Change Orders below $100,000 R A N/A I I I I A P N/A
Change Orders above $100,000 R A N/A I I I I A P N/A
Reports and Project Site Documents R A N/A I I I I A P N/A
Furniture, Fixtures and Equipment R A N/A I I I I A P N/A
Permits/Approvals R A N/A I I I I A P N/A
Construction Schedule Preparation R A N/A I I I I A P P
Submittal review R A N/A I I I I A P N/A
Requests for Information response R A N/A I I I I A P N/A
Progress payments R A N/A I I I I A P N/A
Site staff interface R A N/A I I I I A P N/A
Hazardous materials abatement R P P I I I I A P N/A
Moving I A N/A I I I I A P N/A
Cleanup I A N/A I I I I A P N/A
Punchlist preparation P A N/A I I I I A P N/A
Punchlist clearance P A N/A I I I I A P N/A
Punchlist clearance P A N/A I I I I A P N/A
Meeting Minutes P P N/A I I I I A P N/A

Close-Out Phase 
Contract closeout documents P P N/A I I I I A P N/A
As-builts P R N/A I I I I A P N/A
Warranty follow-up P P N/A I I I I A P N/A
Warranty Site Visit (11-month) P P N/A I I I I A P N/A
Labor Compliance Program R P N/A I I I I A P N/A

Key:

P Primary - Responsible for initiating, leading, managing

A Assists - Responsible for Assisting the Primary responsible party

RV Review - Responsible for timely review and appropriate action 

AP Approves - Responsible for timely review and approval

RC Receives - Responsible for receipt of information 

I Informed - Informed of what took place regarding this 

D Directs - Responsible for providing necessary information or direction

N/A  Not Applicable 

SYSTEMS

TASK
OTHER PROGRAM PARTICIPANTS

RESPONSIBILITY MATRIX
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3-PCP-0040: Meeting Matrix 
Program/Project Meetings are an essential part of both the overall Program and the 
individual projects.  Their primary function is the transfer of information and to provide for 
timely decision making.  As a result, meeting minutes are recorded and issued to formally 
document the discussion points and the decisions that are made.   

This matrix assists the CIP Team members in scheduling their time to attend these critical 
meetings.  The matrix identifies those members whose attendance is critical to the 
progression of the project and those that can attend for informational purposes. 

Meeting Matrix �² PMT 
 

 

 

AECOM 
CAM

AECOM  
PIC

AECOM 
MNGMNT. 

COMMITTEE
PD DPD PM APM SCHEDULER

DOCUMENT 
CONTROLS

PROGRAM 
CONTROLS - 
Proliance

Procurement 
Specialist

Program Meetings
Master Budget I I I MC MA I I OA OA OA OA
Master Schedule I I I MC MA I I MC OA OA OA
Monthly Status Report I I I MA MA I I OA OA OA OA
Program Documents I I I I OA I I OA MC OA OA
Owner Architect Contractor I I I I OA MA MA I I I I
School Principal I I I I OA MA MA I I I I
Owner Coordination I I I I OA MA MA OA OA OA OA
Team Building I I I I OA OA OA OA OA OA OA
PCM I I I I OA OA OA OA OA MC OA
Planning I I I I OA OA OA OA OA OA OA
IT Coordinator I I I I OA MA MA I I I I
FF&E Coordinator I I I I OA MA MA I I I I
Procurement Coordination I I I I OA I I OA OA OA MC
Fire Marshal I I I I OA MA MA OA OA OA OA
Job Site I I I I OA MA MA OA OA OA OA
Design Progress Meeting I I I I OA MA MA OA OA OA OA
Pre-Construction Orientation Meeting I I I I OA MA MA OA OA OA OA
Job Coordination I I I I OA MA MA I I I I
Community Meetings I I I I OA MA MA I I I I
Project Review Meetings I I I I OA MA MA OA OA OA OA
Community Construction Advisory Committee I I I I OA I I I I I I
SPLOST Oversite Advisory Committee I I I MC MA I I I I I I
Local Governmental Agencies I I I I OA MA MA I I I I
Operations Division Staff Meetings I I I MA MA I I I I I I
Capital Improvement Program Meetings I I I MC MC I I MA MA MA MA
School Board Meetings I I I I OA MA MA I I I I

Key:
MC Meeting Chairperson
MA Mandatory Attendance
OA Optional Attendance
D Distribution of Minutes
I Informed - Informed of what took place regarding this 

N/A  Not Applicable 

TASK
PMT

MEETING MATRIX
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Meeting Matrix �² DCSD 
 

 

 

 

 

 

BM SUPERINTENDENTCOO

Dir. of 
Design & 
Construct

ion

D&D 
MGR

Dir. Of 
PLAN & 
SPLOST 
PROG

FIRE 
MARSHALL

MANGER 
FACILITIES III

PROCUREMENT 
SPECIALIST

PM APM LEGAL
ACCOUNTING 

MANAGER
QC SPECIALIST

Program Meetings
Master Budget I I OA OA OA OA I I I I I OA OA OA
Master Schedule I I OA OA OA OA I I I I I OA OA OA
Monthly Status Report I I OA OA OA OA I I I OA OA OA OA OA
Program Documents I I OA OA OA OA I I I OA OA OA OA OA
Owner Architect Contractor I I I I OA OA OA I I I I OA OA OA
School Principal I I I I OA OA OA I I I I N/A N/A OA
Owner Coordination I I OA OA OA OA I I I OA OA N/A N/A OA
Team Building I I OA OA OA OA I I I OA OA OA OA OA
PCM I I OA OA OA OA I I I OA OA N/A N/A OA
Planning I I I I OA OA OA I I OA OA N/A N/A OA
IT Coordinator I I I I OA OA OA I I OA OA N/A N/A OA
FF&E Coordinator I I I I OA OA I I I OA OA N/A N/A OA
Procurement Coordination I I I I OA OA I I MC OA OA N/A N/A OA
Fire Marshal I I I I OA OA MC I I I I OA OA OA
Job Site I I I I OA OA OA I I OA OA OA OA OA
Design Progress Meeting I I I I OA OA OA I I OA OA OA OA OA
Pre-Construction Orientation Meeting I I I I OA OA OA I I OA OA OA OA OA
Job Coordination I I I I OA OA OA I I OA OA OA OA OA
Community Meetings I I I I OA OA OA I I OA OA OA OA OA
Project Review Meetings I I I I OA OA OA I I OA OA OA OA OA
Community Construction Advisory Committee I I OA OA OA OA I I I I I I I I
SPLOST Oversite Advisory Committee I I OA OA OA OA I I I I I I I I
Local Governmental Agencies I I OA OA OA OA I I I I I I I OA
Operations Division Staff Meetings I I MC MA MC OA I I I MA MA OA MA MA
Capital Improvement Program Meetings I I OA OA MC OA I I I MA MA OA MA MA
School Board Meetings I I MA MA MA OA I I I I I I I I

Key:
MC Meeting Chairperson
MA Mandatory Attendance
OA Optional Attendance
D Distribution of Minutes
I Informed - Informed of what took place regarding this 

N/A  Not Applicable 

TASK
DCSD

MEETING MATRIX



 

                                               Page | 102 

                                                 

 

Program Procedures Manual (PPM) 

Section 3: Program / Project Communications Plan 

Meeting Matrix �² Other Program Participants 
 

 

 

 

 

ARCHITECTCONTRACTOR
TEST 

AGENCY
OTHER

DCSD OS 
COMMITTEE

N DRIVE J DRIVE M DRIVE PCM P6

Program Meetings
Master Budget N/A N/A N/A I I N/A N/A N/A N/A N/A
Master Schedule N/A N/A N/A I I N/A N/A N/A N/A N/A
Monthly Status Report N/A N/A N/A I I N/A N/A N/A N/A N/A
Program Documents N/A N/A N/A I I N/A N/A N/A N/A N/A
Owner Architect Contractor MC MA I I I N/A N/A N/A N/A N/A
School Principal OA OA I I I N/A N/A N/A N/A N/A
Owner Coordination OA OA N/A I I N/A N/A N/A N/A N/A
Team Building OA OA N/A I I N/A N/A N/A N/A N/A
PCM MA MA I I I N/A N/A N/A N/A N/A
Planning N/A N/A N/A I I N/A N/A N/A N/A N/A
IT Coordinator OA OA N/A I I N/A N/A N/A N/A N/A
FF&E Coordinator OA OA N/A I I N/A N/A N/A N/A N/A
Procurement Coordination OA OA N/A I I N/A N/A N/A N/A N/A
Fire Marshal OA OA N/A I I N/A N/A N/A N/A N/A
Job Site OA OA N/A I I N/A N/A N/A N/A N/A
Design Progress Meeting OA OA N/A I I N/A N/A N/A N/A N/A
Pre-Construction Orientation Meeting OA OA N/A I I N/A N/A N/A N/A N/A
Job Coordination OA OA N/A I I N/A N/A N/A N/A N/A
Community Meetings OA OA N/A I I N/A N/A N/A N/A N/A
Project Review Meetings OA OA N/A I I N/A N/A N/A N/A N/A
Community Construction Advisory Committee N/A N/A N/A I MC N/A N/A N/A N/A N/A
SPLOST Oversite Advisory Committee N/A N/A N/A I OA N/A N/A N/A N/A N/A
Local Governmental Agencies OA OA N/A I I N/A N/A N/A N/A N/A
Operations Division Staff Meetings N/A N/A N/A I OA N/A N/A N/A N/A N/A
Capital Improvement Program Meetings N/A N/A N/A I OA N/A N/A N/A N/A N/A
School Board Meetings N/A N/A N/A I OA N/A N/A N/A N/A N/A

Key:
MC Meeting Chairperson
MA Mandatory Attendance
OA Optional Attendance
D Distribution of Minutes
I Informed - Informed of what took place regarding this 

N/A  Not Applicable 

TASK
OTHER PROGRAM PARTICIPANTS SYSTEMS

MEETING MATRIX
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3-PCP-0060: Document Retention Policy/ 
Procedure 
There are two (2) types of documents, electronic and hard copy.  Document control of the 
SPLOST V Program is to be managed electronically with Proliance document control 
system.  The majority of all documentation will be housed electronically within Proliance.    
The electronic version of documents will be archived in.  In instances where hard copies 
are produced, they will be archived per Article 10, Para. 10.3, �³Maintenance Of Project 
Records�,́ of the Master Agreement for Program Management Services between The 
DeKalb County Board of Education and AECOM Corporation, dated July 2017.  These 
files will be archived on DCSD property.  

Once a project has reached final completion, then the PMT PM will compile all project 
related documentation into one comprehensive location and then store them in a DCSD-
identified location.  This archived location will be coordinated by the PMT Document 
Controls Specialist and the DCSD Director of Design and Construction.  All electronic files 
will be housed inside of Proliance and will remain there for electronic retention purposes.  
Once the location has been identified by DCSD then the PMT Document Controls 
Specialist will clearly label and file any associated hard copies to allow for documents that 
need to be referenced can be found easily.   

 

�ï�r�W���W�r�ì�ì�ó�ì�W���K�‰���v���Z�����}�Œ���•���Z���‹�µ���•�š��(ORR) 
Procedure - FOIA Request 
 
�������7�K�H���5�H�T�X�H�V�W�R�U���V�X�E�P�L�W�V���D���U�H�T�X�H�V�W���W�R���'�&�6�'�¶�V���2�I�I�L�F�H���R�I���/�H�J�D�O���$�I�I�D�L�U�V���Z�L�W�K���D 

detailed Open Records Request. 
 
2. The Office of Legal Affairs contacts the department that maintains the requested 

record. COO reviews the request internally with DCSD Office of Legal Affairs 
(as appropriate) and Operations Management. 

 
3. If the request is unreasonable, the COO returns the request to the Office of Legal 

Affairs with explanation. 
 
4. If the request is reasonable, the COO submits the request to the proper 

responder. In this procedure, it is assumed that this procedure applies only to 
Requests sent to the AECOM PMT Team. For the CIP Team, this Request 
should be addressed to the PMT Program Director and copied to the PMT 
Deputy Program Director and the PMT Program Controls Manager. 

 
5. The PMT Program Director reviews the Request and determines it to be 

unreasonable, it will be returned it to the COO with an explanation. 
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6. If the Request is reasonable, the PMT Program Director will request an estimate 
be produced by the PMT Program Controls Manager on the hours and resources 
required to reproduce the documents requested. 

No Documents Will Be Created �² We will only copy documents that already 
exist. 
 
Answering questions will be addressed in a different forum. 
 
7. The PMT Program Controls Manager reviews the Estimate with the PMT Deputy 

Program Director and then the PMT Program Director submits it to the COO. 
 
8. The COO submits the Estimate to Office of Legal Affairs, who in turn advises the 

Requestor of the Estimate. If the Requestor approves the costs, direction will be 
given to proceed with producing the records. 

 
9. The Requestor pays the estimated fee to the AECOM PMT Team and DCSD 

through the DCSD for the value of the Estimate. 
 
10. The COO directs the AECOM PMT Team to re-produce the documents in the 

request. 
 
11. The PMT Program Controls Manager researches the various locations of 

potential documents. 
 
12. The PMT Program Controls Manager determines the required resources 

(program management staff, DCSD staff, outside venders, etc.). With the 
assistance from the PMT Administrative Assistant the PMT Program Controls 
Manager reproduces (copies) the documents. 

 
13. The PMT Deputy Program Director reviews the documents to highlight areas that 

the PMT Team feels are sensitive and should be reviewed by the DCSD Office 
of Legal Affairs. 

 
14. The DCSD Office of Legal Affairs redacts the documents as appropriate. 
 
15. The DSCD Office of Legal Affairs issues the documents to the Requestor. 
 
*Also please see DeKalb County School District Facilities Management Department 
Georgia Open Records Act Process and Procedures in Chapter 2, 2-Proliance-0073 
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Included in this Chapter are: 

 4-PCR-0010: Pre-Procurement Coordination Meeting with DCSD Departments 

 4-PCR -0020: Project Kickoff Process 

 4-PCR -0030: Project Procurement Process for Design & Similar Consultants 

 4-PCR -0040: Project Procurement Process for General Construction 

 4-PCR -0050: Award Recommendations 

 4-PCR -0060: Contract Execution Process 

 4-PCR -0070: DCSD BOE Policy Document  

4-PCR-0010: Pre-Procurement Coordination 
Meeting with DCSD Departments 
One of the responsibilities of the PMT, and specifically the Program Director and Deputy 
Program Director, is to initiate quarterly procurement coordination meetings with DCSD 
department managers.  The proposed attendance for these meetings is as follows: 

�x Chief Operating Officer (COO) 

�x Deputy Chief Operating Officer (DCOO) 

�x Director of Planning and SPLOST Programming 

�x Director of Facility Maintenance 

�x Director of Design & Construction 

�x Chief Financial Officer (CFO) 

�x Chief Information Officer (CIO) 

�x Procurement Manager 

�x PMT Program Director 

�x PMT Deputy Program Director 

4 

PCR  

 
 
 
Procurement  

 

1: Program Staffing: 
Organization and Roles 

0: Background/ 
Introduction 

8: Closeout 

2: Program Management 
Controls Strategy 

7: Construction 

6: Design 

3: Program/ Project 
Communications Plan 

4: Procurement 

9: Safety/Security 

5: Pre-Design 
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�x PMT Procurement Specialist 

Typical agenda items for the quarterly meetings are as follows: 
 

�x Orientation to the SPLOST V Program (initial meeting only) 

�x Continued improvement to the procurement process 

�x Coordination between departments 

�x Continued cooperation/ issue resolution 

�x Updates to Program schedule and budgets 

4-PCR-0020: Project Procurement Kickoff 
Meeting 

This procedure is to provide an overall approach to providing procurement services for 
DCSD�¶�V 2017 �± 2022 CIP.  It includes information regarding methods of procurement and 
contractual strategies in order to provide comprehensive bidding and procurement 
services.  

In cooperation with the various District functional managers, the PMT will assist DCSD 
Procurement Specialist  in the procurement process and issuance of all contracts for a 
project.  In conjunction with the DCSD Procurement Specialist , the PMT will review the 
�'�L�V�W�U�L�F�W�¶�V�� �V�W�D�Q�G�D�U�G�� �$���(�� �D�Q�G�� �F�R�Q�V�W�U�X�F�W�L�R�Q�� �G�R�F�X�P�H�Q�W�V�� �D�Q�G�� �V�X�E�P�L�W�� �U�H�F�R�P�P�H�Q�G�D�W�L�R�Q�V�� �I�R�U��
improvements to these documents.   

 

The Process to make a proje�F�W���³�D�F�W�L�Y�H�´: 

1. The Program Master Schedule developed by the PMT �D�Q�G�� �D�S�S�U�R�Y�H�G�� �E�\�� �'�&�6�'�¶�V��
Director of  Design & Construction depicts Project Start and Finish Dates as provided 
by the District and later updated via the �µ�(-SPLOST V Project List Based on the Board 
approved �³New Projects and Budget Adjustments (July 12, 2021)� ́document.  

2. �7�K�H�� �³�6�W�D�U�W�� �'�D�W�H�´�� �V�K�R�Z�Q�� �R�Q�� �W�K�H��Program Master Schedule is the day the project 
�E�H�F�R�P�H�V���³�$�F�W�L�Y�H���´ 

3. Within the first ten (10) days of the project becoming active, the PMT Program Director 
assigns a PMT Project Manager to manage the Project.   

4. Once the PMT PM is assigned, the Procurement Specialist prepares a Project 
Activation Package for the PM to analyze the project.  This Package includes the 
Facility Condition Assessment report, project budget, and baseline schedule.  It also 
includes a Scope Development Form that can be used in determining priorities from 
the work outlined in the Facility Condition Assessment. 
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5. After the PMT PM reviews the Project Activation Package, the Procurement Specialist 
coordinates a meeting �W�K�H���³�3�0�7���6�F�R�S�H���'�H�Y�H�O�R�S�P�H�Q�W���0�H�H�W�L�Q�J�´��with the PMT Program 
Director and Deputy Program Director, the PM, and the Scheduler to discuss project 
specific scope, budget, and scheduling. 

6. After the District has confirmed the intended scope of work, the PMT Project Manager 
initiates the project delivery process with a CIP Team Project Procurement Kickoff 
Meeting.   

 

Meeting Invitees include, but are not limited to: 

a) PMT Program Director 

b) PMT Deputy Program 
Director 

c) PMT Project Manager �± 
Chair 

d) PMT Procurement Specialist 

e) PMT Program Controls 
Manager 

f) PMT Design Review 
Representative (as 
appropriate) 

g) PMT Estimator 
Representative (as 
appropriate) 

h) DCSD Director of Design & 
Construction 

i) DCSD Director of Planning & 
SPLOST Programming 

j) DCSD Procurement 
Specialist 

k) DCSD Compliance Specialist 

l) DCSD Design Manager 

m) DCSD Director of Facilities 
Maintenance 

n) DCSD QA Specialist  

o) DCSD Technology Project 
Manager 

p) DCSD FF&E Coordinator 

q) DCSD Fire Marshal/Life-
Safety Specialist  

r) DCSD Indoor Air Quality 
Coordinator 

s) DCSD Regional Maintenance 
Supervisor 

 

 

 

Project Procurement Kickoff Meeting Agenda: 

a) Contract Review 

b) Project Analysis/ Scope 

c) Design Criteria 

d) Project Budget 

e) Funding Approval/ 
Reimbursement Process 

f) Special Funding 

g) Design Schedule 

h) Project Schedule 



 

 

                                               Page | 110 

                                                 

 

Program Procedures Manual (PPM) 

Section 4: Procurement 

i) Project Delivery Method 

j) Project Bundling 

k) Swing Space 

l) Demolition 

m) Technology 

n) FF&E 

o) Abatement 

p) Salvage 

q) GA BOE Approval Process 

r) GaDOE Requirements 

s) Special Needs 

t) Special Permitting 

u) Applicable Laws 

v) Channels of Communication 

w) Proliance 

x) Other

 

7. The PMT PM then schedules a procurement specific meeting with the DCSD 
Procurement Specialist and the PMT Procurement Specialist to discuss specific 
assignments and target dates for: 

a) Geotech (as necessary) 

b) Land Survey (as necessary) 

c) Abatement (as necessary) 

d) Risk Assessment Survey (as necessary) 

e) Other Initial Investigative Services (as necessary) 

f) Procurement of A/E Services (or Design/Build) 

g) Procurement of Builder Services (General Contractor, Construction 
Manager at Risk (CMAR), or Design-Builder) 

Attendees are: PMT PM (Chair), Program Director (Optional), Deputy Program 
Director, DCSD Procurement Specialist, and the PMT Procurement Specialist. 
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4-PCR-0030: Project Procurement Process for 
Design (and Similar Consultants) 
 
Below is a detailed step by step process for procuring architectural, engineering, and 
other consultant services.  Included at the end of Chapter 4 �L�V���'�&�6�'�¶�V���6�R�O�L�F�L�W�D�W�L�R�Q��
Matrix, which outlines timeframes and minimum requirements. 
 
1. The PMT PM and Program Director determine the Stated Cost Limitation (SCL) for 

the project.  The A/E will use the SCL when developing the design. 

2. The PMT PM develops scope narratives (as appropriate for his specific project) for 
specific services for the following: 

o Geotechnical 

o Land surveys 

o Traffic Studies 

o Hazardous Materials Abatement 

o Risk assessment survey 

o Other initial services 

o A/E services 

o Contractor services (swing space, demolition, etc.) 

3. The PMT Program Director reviews and approves the scope of work narrative. 

4. The PMT PM refines the Project Master Schedule and Project Budget for the project 
for all services identified in 2., above. 

5. For each of the services identified in 2., above, the PMT Procurement Specialist 
compiles solicitation documents, including: 

o Instructions for proposal/bid, Request for Proposals, and Invitations to Bid 

o Scope Narratives (developed by PMT PM) 

o Design Guidelines and Specifications 

o Facility Assessments 

o Aerial Images 

o Floor Plans 

o Land surveys 

o Geotech reports 

o Abatement information 
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o As-built documents 

o Proposal/Bid forms 

o Schedule (by PMT PM) 

o Sample Contract 

o School and Testing Calendars 

o Required Forms, including Conflict of Interest Disclosure and Consent to 
Release Information 

o Other documents as may be required 

 

6. Along with the Procurement Specialist, the PMT Project Manager and the PMT 
Program Director review the final procurement documents and packages for 
accuracy, attachments, language, scope, pricing breakdown, schedule, etc. 

7. The DCSD Procurement Specialist  posts the solicitation on the DCSD website and 
notifies by email all vendors known to the District to be interested in submitting for the 
solicitation. If pre-qualified vendors are available, the DCSD Procurement Specialist 
will select three vendors to submit proposals for the work in question 

8. The PMT PM, in conjunction with the DCSD Procurement Specialist , holds the Pre-
Proposal/Pre-Bid Meeting as appropriate, no sooner than five (5) days from the date 
of the design RFP/ITB issuance. 

NOTE: The Pre-Proposal/Pre-Bid Meeting is a mandatory meeting for parties 
interested in submitting a proposal/bids for the project.  The purpose of the meeting 
is to confirm that potential offerors/bidders have the correct documents and 
understand the scope of work they are pursuing.  The potential bidders/proposers 
have the opportunity to ask questions, and to confirm that they are aware of the 
services expected of them.  Generally, whenever possible, potential 
bidders/proposers are also provided an opportunity to visit the project site to review 
the location and existing conditions.  Failure to attend a mandatory Pre-
Proposal/Pre-Bid Meeting and/or a mandatory site visit will result in the proposal/bid 
from that vendor being rejected; therefore, a sign-in sheet must be posted and a 
verbal reminder given during the meeting to sign in.   

9. The DCSD Procurement Specialist and the PMT Procurement Specialist work 
together to develop the meeting minutes, which are then posted on �W�K�H�� �'�L�V�W�U�L�F�W�¶�V��
website (along with the sign-in sheet and any documents issued at the meeting) as 
part of an addendum. 

10. Within the RFP or RFQ, the final date and time for questions from potential 
bidders/proposers is identified.  Generally, this will be at least 72 hours prior to the 
final addendum being issued, although there are no state regulations relating to 
professional services solicitations.  Therefore, exceptions to this timeframe can be 
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made at the discretion of the PMT Procurement Specialist with approval from the 
DCSD Procurement Specialist.  Questions must be submitted in writing and 
addressed to the DCSD Procurement Manager. 

11. Questions are submitted by the proposers to the designated email address as 
stipulated in the RFP or ITB documents. 

12. The DCSD Procurement Specialist receives questions and distributes them to the 
PMT Procurement Specialist who coordinates developing the answers with the PM 
and others, as appropriate. 

13. The DCSD Procurement Specialist issues answers to potential bidders/proposers by 
addendum. 

14. For proposals/bids that require hard copy submissions, the proposers/bidders are 
required to time stamp the receipt card provided by the District using the official time 
clock.  Bidders/proposers must then affix the card to their proposal package prior to 
submission. 

15. The DCSD Procurement Specialist will log all proposals received (name of firm, date 
and time received).  Proposals not received by the specified time will not be 
accepted.  A minimum of two (2) DCSD employees and one (1) PMT member must 
be in attendance when the bids/ proposals are opened and logged in.  The Proposal 
Receipt Log must be signed by all three (3) attendees. 

16. The DCSD and/or PMT Procurement Specialist facilitates and review of the 
proposals: 

a) The DCSD and/or PMT Procurement Specialist  files the original copy of 
all submittals (in Proliance and hard files). 

b) The DCSD and/or PMT Procurement Specialist reviews each submittal for 
compliance with the minimal RFP requirements and notes those that do not 
comply. 

c) The DCSD and PMT Procurement Specialists, the PMT Project Manager, 
the PMT Program Director, and DCSD�¶�V��Director of Design and 
Construction review the non-compliant submittals to determine if the 
omissions reach the level of disqualification. 

d) The DCSD and/or PMT Procurement Specialist assembles the selection 
committee (which rotates with each solicitation) to explain the review 
process. 

i. The Selection Committee is typically comprised of five (5) members.   

Three of the following: 

�x DCSD Director of Design& Construction 
�x DCSD QA Specialist 
�x DCSD Contract Specialist 
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�x DCSD Design Manager  
�x DCSD Project Manager 
�x DCSD Other 

And two of the following: 

�x PMT Project Manager (assigned to project) 
�x PMT Project Manager (rotating, not assigned to project) 
�x PMT Program Director 
�x PMT Deputy Program Director 
�x PMT Other 

 
ii. The Selection Committee will be administered by the DCSD and/or 

PMT Procurement Specialist. 

iii. Additional Selection Committee Members can be added at the 
discretion of the DCSD Procurement Specialist or the PMT Program 
Director. 

iv. The DCSD and/or PMT Procurement Specialist distributes one (1) 
copy of the RFP with all addenda, the evaluation form, and one (1) 
copy of each compliant submittal. 

v. The DCSD and/or PMT Procurement Specialist then reviews each 
line item of the evaluation form with the Committee members and 
answers any questions. 

e) Committee Members review and grade all the qualified submittals and 
record their assessment on the standard (but customized for each project) 
proposal evaluation form. 

f) After the Committee Members grade each proposal, the DCSD and/or PMT 
Procurement Specialist tallies the evaluation forms. 

g) The DCSD Executive Manager Design and Construction reviews the results 
with the PMT Deputy Program Director and/or Program Director to 
determine if interviews/ presentations are desired. 

h) If desired, two (2) to four (4) proposers are asked to participate in an 
interview/ presentation taking between 30 minutes and two (2) hours at the 
discretion of DCSD. 

i) The interview can and often does impact the rankings, and when applied, 
is a key part of the procurement process. 

j) The Committee meets, discusses the scoring, and recommends an award.  
The final, tallied recommendation form is signed by all Committee 
Members.  The DCSD Procurement Specialist signs as the administrator 
and the PMT Program Director and DCSD Executive Manager Design and 
Construction sign the form as reviewers. 
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k) If the C�R�P�P�L�W�W�H�H�� �F�D�Q�¶�W���F�R�P�H���W�R�� �D�� �F�O�H�D�U���D�J�U�H�H�P�H�Q�W���D�Q�G���U�H�F�R�P�P�H�Q�G�D�W�L�R�Q����
then the DCSD Director of Design & Construction and the PMT Program 
Director will get involved to assist with the award selection. 

l) If a clear recommendation still cannot be reached, the DCSD Procurement 
Specialist will select a new review committee and repeat steps 16.d. to 16.j. 
as described above. 

17. DCSD and AECOM make recommendations and contact the first-ranked firm to 
negotiate the fee. 

a) If the award recommendation is under $100,000, then the contract does not 
require DCSD Board of Education approval. 

b) If the award recommendation is over $100,000, then the contract requires 
DCSD Board of Education approval. 
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4-PCR-0040: Project Procurement Process for 
General Construction 
 
Below is a detailed step by step process for procuring construction, and other 
construction-type consultant services.  Included at the end of Chapter 4, �L�V���'�&�6�'�¶�V��
Solicitation Matrix, which outlines timeframes and minimum requirements. 

 

1. The PMT, the A/E, and the DCSD Procurement Specialist hold Kickoff Meeting 
specifically for the General Construction Phase Procurement to discuss 
assignments and target dates for this procurement. 

2. The PMT PM refines the Project Master Schedule and Project Budget for the project. 

3. The PMT PM reviews the drawings and specifications developed by the A/E to confirm  
completeness and submits them the DCSD Procurement Specialist .  

4. The PMT PM reviews the scope summary written by the A/E and incorporates it into 
the RFP. 

5. The PMT PM creates the Ow�Q�H�U�¶�V�� �&�U�L�W�H�U�L�D�� �D�Q�G�� �6�F�R�S�H�� �R�I�� �:�R�U�N�� �1�D�U�U�D�W�L�Y�H�� �I�R�U��
incorporation into the RFP. 

6. The PMT PM creates the Construction Delivery Method Letter for signature by the 
DCSD Director of Design & Construction.  Once signed, the PMT PM issues the letter 
to the A/E for incorporation into Georgia Department of Education submittal. 

7. The DCSD Procurement Specialist consolidates bid and/or RFP documents, bid list, 
etc.. 

8. The DCSD Procurement Specialist  may issue (but is not required to)  RFP/ 
Advertisements to pre-qualified bidders list for projects under $1 million or to general/ 
open bid list for projects over $1 million. 

9. The DCSD Procurement Specialist  issues complete package to DCSD Legal 
Department for review and approval to issue the RFP.   

10. Notify the Newspaper of record (Champion) on a Thursday of intent to advertise the 
next Thursday. 

NOTE: If approval is not received back from the DCSD Legal Department prior to 
advertisement in Champion, the listing is cancelled. 

11. The DCSD Procurement Specialist  issues advertisements to newspaper 
(Champion)  and website. 

12. The PMT PM and the Program Director review final procurement documents and 
packages for accuracy, attachments, language, scope, pricing breakdown, schedule, 
etc. 
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13. The DCSD Procurement Specialist  holds Pre-Bid/Proposal Meeting, with assistance 
from the PMT and the A/E. 

14. NOTE: The Pre-Bid/Proposal Meeting is a mandatory meeting for parties interested 
in submitting a proposal for this project.  The purpose of the meeting is to confirm 
potential bidders have the correct documents, understand the scope of work they are 
pursuing, potentially visit the project site, ask questions, and to confirm all potential 
bidders are aware of the services expected of them.  The Pre-Bid/ Proposal Meeting 
will be held no sooner than 10 calendar days after the issuance of the RFP.  If the 
site is accessible, a mandatory site visit should be made to review the location and 
existing conditions. Failure to attend a mandatory Pre-Proposal/Pre-Bid Meeting 
and/or a mandatory site visit will result in the proposal/bid from that vendor being 
rejected; therefore, a sign-in sheet must be posted and a verbal reminder made to 
sign in during the meeting.  The sign-in sheet, agenda, and meeting minutes will be 
included in the next addendum.   

15. The DCSD Procurement Specialist will develop the minutes of the meeting and submit 
them to the PMT PM and the PMT Procurement Specialist . 

16. The DCSD Procurement Specialist  issues minutes of the meeting (along with any 
documents issued in the meeting) by addendum. 

17. Questions from bidders must be submitted in writing to the Procurement Manager at 
least 72 hours prior to the final addendum being issued. 

18. Questions are submitted by the proposers to the designated email address as 
stipulated in the RFP or ITB documents. 

19. The DCSD Procurement Specialist  receives questions and distributes them to the 
PMT, DCSD, and the A/E team 

20. The PMT, the A/E and DCSD review and answer questions. 

21. The DCSD Procurement Specialist issues answers to proposers by addendum. 

22. The final addendum must be issued at least 72 hours prior to the bid date and time.  
Addenda issued less than 72 hours prior to the bid date and time must move the bid 
date and time by a minimum of 24 hours and maintain the 72-hour requirement.   

23. All addenda must be emailed to the Proposers from the sign-in sheet and posted on 
the DCSD website and bulletin board. 

24. Sealed bids/ proposals will be accepted by the receptionist at the front desk of the 
Sam Moss Service Center.   

25. Bids received as a result of an Invitation To Bid (ITB) solicitation must be publicly read 
aloud.  A minimum of two (2) DCSD employees and one (1) PMT member must 
attend the bid opening and signify by signing the bid evaluation form that the bids 
were received and opened according to the state law and board policies. 
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26. The DCSD Procurement Specialist , the A/E, and the PMT review bids/proposals: 

a) The DCSD Procurement Specialist files original copy of all submittals (in 
Proliance and hard files) 

b) The DCSD Procurement Specialist reviews each submittal for compliance 
with the minimal RFP requirements and notes those submittals �W�K�D�W���G�R�Q�¶�W��
comply 

c) The DCSD Procurement Specialist , the PMT Project Manager, the PMT 
Program Director and DCSD�¶�V��Director of Design & Construction review the 
non-compliant submittals to determine if the omissions reach the level of 
disqualification 

d) DCSD Procurement Specialist assembles the selection committee (which 
rotates with each solicitation) to explain the review process. 

i. The Selection Committee is generally comprised of five (5) members.   

Three of the following: 

�x DCSD Director of Design & Construction 
�x DCSD QA Specialist 
�x DCSD Contract Specialist 
�x DCSD Design Manager 
�x DCSD Project Manager 
�x DCSD Other 

And two of the following: 

�x PMT Project Manager (assigned to project) 
�x PMT Project Manager Rotating (not assigned to project) 
�x PMT Program Director 
�x PMT Deputy Program Director 
�x PMT Other 

 
ii. The Selection Committee will be administered by the DCSD 

Procurement Specialist. 

iii. Additional Selection Committee Members can be added at the 
discretion of the DCSD Director of Design & Construction or the PMT 
Program Director. 

iv. DCSD Procurement Specialist distributes one (1) copy of the RFP 
with all addenda, the analysis sheet, content of the Intent form, and 
one (1) copy of each compliant submittal to each member of the 
Committee. 

v. DCSD Procurement Specialist then reviews each line item of the 
analysis sheet with the Committee Members and answers questions. 
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e) Each Committee Member reviews and grades all the qualified submittals 
and records their assessment on the standard (but customized for each 
project) bid/proposal analysis form. 

f) After the committee members grade each proposal, the DCSD 
Procurement Specialist tallies the analysis form. 

g) The DCSD Director of Design & Construction reviews the results with the 
PMT Deputy Program Director and/or Program Director to determine if 
interviews/ presentations are desired. 

h) If desired, two (2) to four (4) proposers are asked to participate in an 
interview/ presentation taking between 30 minutes and two (2) hours at the 
discretion of DCSD. 

i) The interview can and often does impact the scoring, and when applied, is 
a key part of the procurement process. 

j) DCSD requests the Best and Final Offer (BAFO) as appropriate. 

k) The Committee meets, discusses, and recommends an award.  The final, 
tallied recommendation form is signed by all Committee Members.  The 
DCSD Procurement Specialist signs as the administrator and the PMT 
Program Director and DCSD Director of Design & Construction sign the 
form as reviewers. 

l) If the C�R�P�P�L�W�W�H�H�� �F�D�Q�¶�W���F�R�P�H���W�R�� �D�� �F�O�H�D�U���D�J�U�H�H�P�H�Q�W���D�Q�G���U�H�F�R�P�P�H�Q�G�D�W�L�R�Q����
then the DCSD Director of Design & Construction and the PMT Program 
Director will get involved to assist with the award selection. 

m) If a clear recommendation still cannot be reached, the DCSD Procurement 
Specialist will select a new review committee and repeat steps 17.d. to 17.l. 
as described above. 

27. DCSD and the PMT make recommendations. 

a) If the award recommendation is under $50,000, then the contract does not 
require DCSD Board of Education approval. 

b) If the award recommendation is over $50,000, then the contract requires 
DCSD Board of Education approval. 

 

DeKalb County School District Solicitation Matrix 
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4-PCR-0050: Award Recommendations 
1. The DAT and PMT make a joint recommendation 

a. Review Committee signs recommendation 

b. PMT Program Director signs recommendation as reviewer 

c. DCSD Director of Design & Construction signs recommendation as 
reviewer 

d. Executive Director of Facilities Management signs recommendation as 
approver 

2. The signed package is �V�X�E�P�L�W�W�H�G�� �W�R�� �'�&�6�'�¶�V�� �/�H�J�D�O�� �'�H�S�D�U�W�P�H�Q�W�� �I�R�U�� �U�H�Y�L�H�Z�� �D�Q�G��
approval. 

4-PCR-0060: Board of Education Approval 
�x DCSD and PMT make award recommendation. 

�x If the award recommendation is under $100,000, then the contract does not require 
DCSD Board of Education (BOE) approval.  With COO approval, Notice of Award 
is given. 

�x If the award recommendation is under $100,000, then the contract requires DCSD 
Board of Education approval. 

4-PCR-0070: Contract Execution Process 
Execution of the contract is the culmination of the selection of the A/E, general contractor, 
or other consultants, vendors, or contractors.  The executed contract is the binding 
agreement between the District and the A/E, or the contractor, or the vendor for the project.  
This procedure outlines this process following the Notice of Award: 

�x DCSD Procurement Specialist or PMT Procurement Specialist assembles the 
required number of contract packages. 

�x After approval by the Board of Education and issuance of the Board Directive, 
the DCSD Procurement Specialist or PMT Procurement Specialist notifies the    
A/E, the contractor, or the vendor to pick up the contracts for signature.   

�x The A/E, contractor, or vendor returns the signed contract along with associated 
required documents (bonds, insurance certificates, etc.) 

�x The DCSD Contract Specialist prepares the contract package for routing and 
transmits the package to the District Legal Dept. for review and approval. 
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�x Upon approval the contract package is returned to the DCSD Contract Specialist 
who transmits the contract package to the DCSD Office Specialist of Executive 
Assistant to the COO, who will sign the transmittal form and forward the 
documents for signature by the DCSD Superintendent and Board of Education 
Chairperson (as appropriate).  

�x The approved contract package is then returned to the Contract Specialist who 
will notify the DCSD Procurement Specialist, the PMT Procurement Specialist 
and the PMT PM. 

�x The PMT PM prepares the Notice To Proceed and transmits it to the DCSD 
Director of Design & Construction for signature. 

�x The PMT Procurement Specialist sets up a meeting with the PMT PM, DCSD 
PM (if applicable), DCSD Procurement Specialist and the A/E, contractor, or 
vendor.  At the meeting, the A/E, contractor, or vendor will be issued the fully 
executed contract along with the Notice To Proceed and any additional 
documents required by the new contract. 

 

On the following pages, please find flow charts for: 

�x Phase 1 of the contract execution process �± Notice of Award (NOA) 

�x Phase 2 of the contract execution process �± Notice to Proceed (NTP) 

�x Five Year Local Facilities Plan 

 

 

 

 

 

 

 

 

 

 



 

 

                                               Page | 123 

                                                 

 

Program Procedures Manual (PPM) 

Section 4: Procurement 

Contract Execution Process: Phase 1 (Notice of Award through Notice To Proceed for Contract > $100,000) 
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Contract Execution Process: Phase 2 (Notice of Award through Notice To Proceed for Contract > $100,000) 
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The following is a sub-process for approval of a contract for the A/Es, or the contractors, 
or vendors with the DCSD system alone. 

1. Proposals are received by DCSD 

2. Review Committee makes recommendations 

3. Recommendations go through approval process 

4. Recommendations package submitted to the DCSD Legal Department 

5. Recommendation is posted on E-Board 

6. Board approves award 

7. Issue Notice of Award 

8. Contractor/ A/E/ Vendor executes contract 

9. DCSD internal contract execution process (after execution by the contractor, 
vendor, A/E) 
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4-PCR-0080: DCSD Board Of Education Policy 
Document 
The DeKalb County Board of Education ���W�K�H�� �%�2�(���� �R�U�� �µ�W�K�H�� �%�R�D�U�G�¶�¶�� is charged by the 
Constitution and laws of Georgia with the control and management of the DCSD.  The 
Board works as one body representing the entire community. 

The fundamental role of the Board is to establish policy for the governance of the DCSD 
with the focus on student achievement. The Board is the trustee of public funds and must 
be responsible for the appropriation of those funds.  As the trustees of public funds, Board 
members should work to confirm that the DCSD�¶�V���H�[�S�H�Q�G�L�W�X�U�H�V���D�U�H���F�D�U�H�I�X�O�O�\���F�R�Q�V�L�G�H�U�H�G��
�D�Q�G���F�R�Q�V�L�V�W�H�Q�W���Z�L�W�K���W�K�H���%�R�D�U�G�¶�V���S�U�L�P�D�U�\���R�E�M�H�F�W�L�Y�H���R�I��confirming that each student in the 
DCSD receives a quality basic education. 

DCSD Policies are located at:  

https://simbli.eboardsolutions.com/Policy/PolicyListing.aspx?S=4054 
 
                 �2�U�����V�F�D�Q���W�K�H���³�4�5�´���F�R�G�H�� 
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Section 5 discusses Project Pre-Design and includes: 
  
5-PRE-0010: Initial Project Scope of Work 
  1.0 Project Initiation 
  2.0 Project Initiation / Planning Implementation 
  3.0 Mobilization Pre-Planning 
  4.0 Fast-Start Evaluation 
  5.0 Plans, Policy, and Procedures Development 

5-PRE-0010: Initial Project Program/Scope of 
Work 
The CIP Team shall: 

�x Develop project Start-up Package.  Information in the Start-up Package is based 
on information gathered by PMT, provided by District in the form of a scope outline, 
and the Facility Condition Assessment. This is documented on the DCSD server 
�R�Q���W�K�H���³�0�´���'�U�L�Y�H���� 

�x Start-up Package consists of the following items: 

o Description of Project 

o Proposed delivery methods for design and construction 

o Funding and Budget 

o Current Status 

�x Attachments: 

o Project Facility Condition Assessment 

o District�¶�V���1�D�U�U�D�W�L�Y�H���D�Q�G��Scope Outline 

o Control Budget Summary 

o Preliminary Project Schedules 

o Exhibits (i.e., concept sketches, etc.) 

5 

PRE  
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�x Route start-up package through appropriate DCSD reviewers for comment and 
approval 

�x Distribute approved copies to project team members and proceed with the Design 
Consultant Selection Process in concurrence with, or subsequent to, development 
of the Start-up Package 

1.0 PROJECT INITIATION  
On many projects and programs, the DAT and PMT commence in the pre-design phase 
prior to any consultants being selected.  The purpose of this section is to establish a 
general guideline for performing those tasks that are best performed prior to commencing 
any consultant procurement and/or any design work.  Planning is the work a PMT PM 
performs to predetermine a course of action that will be followed by others to confirm that 
project goals and objectives are met.  This section will provide guidance in initiating the 
project planning efforts and will provide a format for the Project Management Plan (PPM).  

The PMT PM is responsible for providing pre-design planning and project initiation phase 
services.  The PMT PM facilitates the project planning by providing the District and the 
consultant team  with the knowledge of the various processes and procedures necessary 
for development of the project start up package.  

2.0 PROJECT INITIATION/PLANNING IMPLEMENTATION  
The days immediately following start-up direction from the District are some of the most 
critical for confirming the success of the project or program.  Our strategic approach to 
this critical phase of work is detailed and it is imperative that these tasks be completed 
within a short timeframe to ensure an efficient start-up. Most of these tasks are conducted 
concurrently and feed into one another.  This interdependence is a natural consequence 
of a multi-element planning effort.  Successful completion of project initiation is the first 
step in establishing a process that operates smoothly and without surprises that could lead 
to schedule or budget challenges.  

3.0 MOBILIZATION PRE-PLANNING  
Immediately following receipt of direction from DCSD, the DAT and PMT start up team, 
with the assistance of the Program Director or Deputy Program Director and PMT PM, will 
meet with the District �W�R�� �S�O�D�Q�� �W�K�H�� �P�R�E�L�O�L�]�D�W�L�R�Q�� �S�U�R�F�H�V�V�� �D�Q�G�� �W�R�� �I�L�Q�D�O�L�]�H�� �W�K�H�� �W�H�D�P�¶�V��
organizational structure.  Together with the District, the PMT PM will formulate the 
mobilization goals and objectives, identify ongoing tasks that require special attention.  It 
is recommended that this step be completed within one week of start-up direction.     

4.0 FAST START EVALUATION  
On large projects, key PMT and District personnel will form an Evaluation Team to quickly 
perform an in-depth review of the �'�L�V�W�U�L�F�W�¶�V��existing policies and procedures, and to 
evaluate ongoing work to identify specific needs, issues, or problems that require early 
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resolution concurrent with project planning and initiation.  This Team will:  

�x Review each element of the �S�U�R�M�H�F�W�¶�V�� �6�W�D�U�W-up Package, including planned 
procurement requirements, necessary contracts, and anticipated regulatory 
requirements. 

�x Confirm the project organization and communication protocols 

�x Finalize the preliminary roles and responsibility matrix 

�x Determine specific critical path items that require immediate attention 

�x Develop the Project Master Schedule outline 

�x Define additional resources/ needs 
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This section discusses processes and procedures associated with the design phase of the 
project and the A/E, engineer, and other professional services consultants.  This section 
is broken down into subsections as follows: 

 6-DES-0010: Design Contracts 

 6-DES-0020: Design Phase Procurement 

 6-DES-0030: Design Schedule 

 6-DES-0040: Design Deliverables 

 6-DES-0050: Design Reviews 

 6-DES-0060: Design Estimates 

 6-DES-0070: Redesign If Over Budget 

 6-DES-0080: Design Document Submittals 

 6-DES-0090: FF&E Coordination 

 6-DES-0100: Technology Coordination 

 6-DES-0110: Cost Change Management 

 6-DES-0120: Payment Process 

 6-DES-0130: DCSD Design Guidelines/ Design Program ES, MS, HS 

6-DES-0010: Design Contracts 
DeKalb County School DCSD has four (4) standard DCSD contracts for A/E services.  
These are: 

�x Standard Form of Contract for Architectural Services (Non-State Capital Outlay 
Projects) Between the DeKalb County Board of Education and the A/E SCL <$2M 

�x Standard Form of Contract for Architectural Services (Non-State Capital Outlay 
Projects) Between the DeKalb County Board of Education and the A/E SCL >$2M 

�x Standard Form of Contract for Architectural Services (State Capital Outlay 
Projects) Between the DeKalb County Board of Education and the A/E SCL <$2M 
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�x Standard Form of Contract for Architectural Services (State Capital Outlay 
Projects) Between the DeKalb County Board of Education and the A/E SCL >$2M 

 

There are only minor differences between the contracts, but if the District plans on 
requesting reimbursement from the state under this Program, then the State Outlay form 
of contract must be used. 

It is anticipated that those firms submitting proposals for providing design services to DCSD 
will do so without requesting changes to the Terms and Conditions of th�H���'�L�V�W�U�L�F�W�¶�V���V�W�D�Q�G�D�U�G 
contract. 

1.0 TYPICAL CONTRACT 
�x All typical design contracts can be found on the �'�L�V�W�U�L�F�W�¶�V �³�-�´���G�U�L�Y�H 

�x Typical exhibits to the Non-State Outlay Contract include the following: 

o �(�[�K�L�E�L�W���³�$�´���± List of Proposal Documents for the Project 

o �(�[�K�L�E�L�W���³�%�´���± Other Insurance 

o Exhi�E�L�W���³�&�´���± Asbestos Exclusion Certification Form 

NOTE: No other exhibits are identified in the contract. 

�x Typical exhibits to the State Outlay Contract include the following: 

o �(�[�K�L�E�L�W���³�$�´���± List of Proposal Documents for the Project 

o �(�[�K�L�E�L�W�� �³�%�´���± Mandatory Addendum to the Owner/ A/E Agreement for 
Projects Funded In Whole or In Part with State Capital Outlay Funds 

o �(�[�K�L�E�L�W���³�&�´���± Other Insurance 

o �(�[�K�L�E�L�W���³�'�´���± Asbestos Exclusion Certification Form 

NOTE: No other exhibits are identified in the contract. 

 

2.0 FEES FOR DESIGN SERVICES 
�x DCSD has updated the criteria for design fees for typical school facility projects: 

all-inclusive fees for typical Architectural or Engineering services.  The criteria are 
as follows: 

New Construction and Major Additions: 
 
Projects over $20M: 6.0% without FFE and 6.15% with FFE included in the 
AE fee. That will be an add of $30,000 on a $20M project. 
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Projects up to $20M: 6.25% without FFE and 6.45% with FFE included in the 
AE fee. That will be an add of $20,000 on a $10M project, for example. 
 
Renovations and Small Additions: 
 

Projects over $20M: 7.0% without FFE and 7.15% with FFE included in the 
AE fee. That will be an add of $30,000 on a $20M project. 
 
Projects up to $20M: 7.5% without FFE and 7.70% with FFE included in the 
AE fee. That will be an add of $20,000 on a $10M project. 

 

When using the criteria above, fees will not be adjusted higher or lower unless the 
final �E�X�L�O�G�H�U�¶�V contract is greater or less, respectively, �W�K�D�Q�� �W�K�H�� �³�6�W�D�W�H�G�� �&�R�V�W��
�/�L�P�L�W�D�W�L�R�Q���´ 

�x For projects of unique size or requirements, the District reserves the right to 
negotiate an appropriate fee structure.  In addition, the District reserves the right 
to �F�R�Q�V�L�G�H�U���D���I�H�H���L�Q�F�U�H�D�V�H���G�X�H���W�R���D���³�P�D�W�H�U�L�D�O�´���L�Q�F�U�H�D�V�H���L�Q���S�U�R�M�H�F�W���V�F�R�S�H���U�H�T�X�H�V�W�H�G��
by the District for a particular project. 

�x DCSD will typically list the value of the fee expected, but each A/E has the 
opportunity to adjust that value during the proposal process.  Note: fee will not be 
a consideration for award of a contract to an A/E firm. 

�x Reimbursable expenses are typically included in the fee.  This would include all 
office support, reproduction, phone/fax/internet services, etc. 

�x Subconsultant fees for specialty work are generally included in the A/E fee for 
project elements including, but not limited to the following: Kitchen, Security, 
Landscape, FF&E, Controls, Lighting, and Sound.  Separate solicitations and 
contracts are generally issued for other specialty work such as Geotechnical 
Survey/ Soil Borings, Land Survey, Risk Assessment, Traffic Studies, and 
Hazardous Materials. 

 

3.0 RESPONSIBILITIES 

NOTE: This section does not change the Terms and Conditions or Articles of any 
contract. 

�x The A/E represents the District per the Terms of the A/E contract and provides 
construction administration (CA) services during construction. 

�x All correspondence from the contractor should be addressed to the A/E, copied to 
the PMT PM, and copied to the District as appropriate. 

�x �5�H�J�D�U�G�L�Q�J���R�I�I�L�F�L�D�O���³�1�R�W�L�F�H�V���´���W�K�H���2�Z�Q�H�U�����'�&�6�'����must be notified in addition to the 
A/E. 



 

 

                                               Page | 136 

                                                 

 

Section 6: Design 

Program Procedures Manual (PPM) 

�x The A/E has responsibility for the �I�L�U�V�W�� �D�Q�G�� �R�I�I�L�F�L�D�O�� �U�H�V�S�R�Q�V�H�� �W�R�� �W�K�H�� �F�R�Q�W�U�D�F�W�R�U�¶�V
question, issues, concerns, etc.

�x The A/E will consult with the PMT PM and the District on major issues.

�x The A/E �L�V���U�H�V�S�R�Q�V�L�E�O�H���I�R�U���F�H�U�W�L�I�\�L�Q�J���F�R�Q�W�U�D�F�W�R�U�V�¶���S�D�\���D�S�S�O�L�F�D�W�L�R�Q�V.

�x The A/E is responsible for reviewing and determining merit and reasonableness of
�F�R�Q�W�U�D�F�W�R�U�V�¶���F�K�D�Q�J�H���R�U�G�H�U���U�H�T�X�H�V�W�V��

�x The PMT PM is tasked with reviewing the same information as the A/E and the
A/E�¶�V���U�H�F�R�P�P�H�Q�G�D�W�L�R�Q�V���D�Q�G��making recommendations to the Owner.

�x The District has the actual approval authority at various levels of dollar value or
administrative significance.  See Authority Matrix in Section 3, 3-PCP-0020.

�x NOTE: this is a summary of the responsibilities of the various Team
members, but in no way does this section of the PPM change the Terms and 
Conditions of any contract.

6-DES-0020: Design Phase Procurement
Design Phase Procurement is discussed in detail in Chapter 4.  The District maintains a 
list of firms to provide design services for projects with a Stated Cost Limitation (SCL) less 
than $2,000,000.

Specialty work for design procurements is generally the A/E�¶�V���U�H�V�S�R�Q�V�L�E�L�O�L�W�\���W�R���S�U�R�Y�L�G�H���R�U��
subcontract for project elements including, but not limited to the following: Kitchen, 
Security, Landscape, FF&E, Controls, Lighting, and Sound.  Separate solicitations and 
contracts are generally issued for other specialty work, such as Geotechnical Survey/ Soil 
Borings, Land Survey, Risk Assessment, Traffic Studies, and Hazardous Materials.

The current list of A/Es for projects with an SCL less than $2,000,000 is as follows:

�x BRPH Architects/Engineers, Inc. 

�x CDH Partners

�x Corgan Associates

�x Croft and Associates

�x GSB A/Es

�x Moody Nolan

�x Southern A&E, LLC

�x Stanley-Love Stanley PC

�x S�\���5�L�F�K�D�U�G�V���$���(�¶�V�����,�Q�F��

�x 2WR of Georgia
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6-DES-0030: Design Phase Schedule 
The purpose of this section is to define the Preconstruction Phase/ Design Phase 
Schedule.  

�x The PMT has developed a Program Master Schedule for the Program, which 
includes a summary schedule for each identified project.   

�x The Program Master Schedule has a work breakdown structure (WBS) for all 
phases of each project. This WBS includes planning, design procurement, design, 
construction procurement, construction, and closeout for all projects, and provides 
the key milestones to be applied to Project-level Schedules. 

�x The Project-level Design Schedule is included in the design request for proposals 
and is an integral part of the design contract.  The A/E can add to the schedule, 
but the durations and milestones presented in the schedule must be adhered to by 
the A/E, including detailed design �± Schematic Design (SD), Design Development 
(DD), 30% Construction Documents (CD), 80% CD, and 100% CD; design 
estimates, design/peer reviews, GaDOE submittals, construction procurement, and 
construction for projects with a Stated Cost Limitation (SCL) over $2 million.  For 
projects with an SCL under $2 million, the required design documents are reduced 
to SD, 50% CD, and 100% CD. 

�x The A/E is expected to review the design schedule during the procurement process 
and identify any issues that become apparent. 

�x The Design Schedule shall include the following: 

o Detailed activities related to preconstruction 

o Detailed activities related to design procurement 

o Detailed activities related to the design process, including: 

�ƒ Submittal Phases �± milestones and durations 

�ƒ Estimate Submittal �± milestones and durations 

�ƒ Review periods 

�ƒ GaDOE submittal milestones 

�ƒ Fire Marshal/ Authori�W�L�H�V���+�D�Y�L�Q�J���-�X�U�L�V�G�L�F�W�L�R�Q�����$�+�-�¶�V�����V�Xbmittals 

o Established Start Date for construction 

o Established Substantial Completion Date for construction 

o Established Final Completion Date for construction  

o General timeframe for FF&E 

o General timeframe for Technology 

o General timeframe for Remediation (as appropriate) 

o General timeframe for Demolition (as appropriate) 
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o General timeframe for Swing Space (as appropriate) 

�x The A/E will develop the schedule further to comply with the terms of its contract, 
but will maintain the individual milestones set by the PMT PM. 

�x The A/E must immediately notify the PMT PM in writing of any delay to 
completion dates as identified within the Design Schedule, including 
identification of the party responsible for the delay. 

�x Once the �E�X�L�O�G�H�U�¶�V contract is awarded, the contractor will fully develop a detailed 
construction phase schedule which complies with the milestone dates outlined 
in the Program Master Schedule. 

�x The PMT �3�0���Z�L�O�O���D�O�V�R���U�H�Y�L�H�Z�����P�R�Q�L�W�R�U���W�K�H���F�R�Q�W�U�D�F�W�R�U�¶�V schedule and confirm that 
the A/E is performing its contractual responsibilities. 

�x The A/E �Z�L�O�O�� �P�R�Q�L�W�R�U�� �W�K�H�� �F�R�Q�W�U�D�F�W�R�U�¶�V�� �'�H�W�D�L�O�H�G�� �&�R�Q�V�W�U�X�F�W�L�R�Q�� �6�F�K�H�G�X�O�H�� �D�W�� �2�$�&��
�P�H�H�W�L�Q�J�V���D�Q�G���Z�K�H�Q���D�S�S�U�R�Y�L�Q�J���W�K�H���F�R�Q�W�U�D�F�W�R�U�¶�V���D�S�S�O�L�F�D�W�L�R�Q���I�R�U���S�D�\�P�H�Q�W�� 

�x Schedule updates and schedule reports required from the A/E are identified 
below: 

o Schedule updates �±  

�ƒ With A/E�¶�V���L�Q�Y�R�L�F�H�V 

�ƒ At each meeting between the Owner and A/E  

o Recovery Schedules 

�ƒ When deliverable dates are missed 

�ƒ When redesign efforts are required 

�x Schedule updates and schedule reports required from the contractor are identified 
below: 

o Schedule updates with monthly applications for payment 

o Look-ahead schedules at every OAC meeting 

o Impact schedules �Z�K�H�Q���F�K�D�Q�J�H���R�U�G�H�U�V���L�P�S�D�F�W���W�K�H���V�F�K�H�G�X�O�H�¶�V���F�U�Ltical path 

o �5�H�F�R�Y�H�U�\���6�F�K�H�G�X�O�H�V���Z�K�H�Q���W�K�H���F�R�Q�W�U�D�F�W�R�U�¶�V���G�H�W�D�L�O�H�G���F�R�Q�V�W�U�X�F�W�L�R�Q���V�F�K�H�G�X�O�H��
indicates a delay in achieving Substantial Completion 
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Figure 1: Typical Major Project Schedule - Page 1 of 2 

NOTE: All schedules are required to show SD, DD, 30% CD, 80% CD, and 
100% CD.  Minor projects will show DD and 100% CD. 
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Figure 1 (Cont�·�G��: Typical Major Project Schedule - Page 2 of 2 












































































































































































































