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SECTION 00 11 16

INVITATION TO BID

PROJECT: Roofing and Translucent Wall Panel Replacement at
Hoffman Estates Park District - Triphahn Center
1685 West Higgins Road
Hoffman Estates, Illinois
WJE No. 2018.0772

OWNER: Hoffman Estates Park District
1685 West Higgins Road 
Hoffman Estates, Illinois 60169

OWNER’S REPRESENTATIVE:
Mr. Dustin Hugen
Director of Parks and Facility Services
Hoffman Estates Park District
Telephone: (847) 285-5465
Email: dhugen@heparks.org

ARCHITECT: Wiss, Janney, Elstner Associates, Inc.
330 Pfingsten Road
Northbrook, Illinois
Telephone: 847.272.7400
Attn: Pat Shaughnessy, email: pshaughnessy@wje.com

MANDATORY PRE-BID MEETING:

September 20, 2018
10:00 AM 
Triphahn Center, North Entrance

BID DUE: October 10, 2018, 10:00 AM

Submit sealed bids labeled “Triphahn Center Roofing and Translucent Panel 
Replacement” by the bid due date listed above to:

Hoffman Estates Park District
Triphahn Center
1685 West Higgins Road
Hoffman Estates, Illinois 60169

SUMMARY OF THE WORK:

Sloped Roof Areas:
A. Remove batten seam roofing system and underlayment to existing 

insulation.
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B. Install new 3 inch polyisocyanurate/ 3/4” plywood composite nailbase 
over existing insulation.

C. Install new 30 pound felt underlayment over surface and waterproof 
underlayment at the eaves, walls, and at penetrations.

D. Install red rosin sized paper slip sheet over underlayment surface.
E. Install new 24 gauge galvanized steel, Kynar finished, snap-on batten 

seam metal roof system.
F. Install new flush seam metal wall panels at vertical surfaces.
G. Install new suspended gutter and downspouts at base of sloped roof 

areas.

Translucent Fiberglass Panels:
A. Remove translucent skylight and wall panels and blocking to existing 

framing.
B. Install new blocking and interior trim to conceal blocking.
C. Install new translucent skylight panels and associated trim.
D. Install new translucent wall panels.
E. Install new soffit panels at the base of the translucent wall panels.

Steep Slope PVC Roofing In Lieu of Metal Panel Roofing (Alternate 1)
A. Remove metal roofing to existing insulation.
B. Install new 2-1/2 inch polyisocyanurate insulation and 1/2 inch 

DensDeck prime coverboard.
C. Fully adhere a 60 mil PVC fleece back membrane with simulated 

standing seams.
D. Install new flush seam metal wall panels at vertical surfaces.
E. Install new suspended gutter and downspouts at base of sloped roof 

areas.

Low Slope Roofing (Alternate 2)
A. Remove PVC roofing to structural roof deck
B. Mechanically fasten substrate board to metal roof deck.
C. Install self-adhered vapor retarder.
D. Install R-30 polyisocyanurate insulation in urethane adhesive.
E. Install gypsum cover board in urethane adhesive.
F. Install fully adhered 60 mil PVC membrane and associated flashings.
G. Install new polyisocyanurate insulation in foam adhesive.
H. Install new sheet metal flashings and counterflashings.

END OF SECTION
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SECTION 00 21 13

INSTRUCTIONS TO BIDDERS

PART 1 GENERAL

1.1 AIA DOCUMENT A701-1997

A. Refer to AIA Document A701-1997, Instructions to Bidders. Free sample previews of the 
document are available at www.aiacontracts.org.

B. Supplemental Instructions
1. Add following subparagraphs.

2.1.3.1 Bidder is responsible for verifying visible conditions, including dimensions, 
materials, and attachments to remain, on existing facility. Existing conditions shown on 
Drawings are for information only and must be verified in field.

2.1.3.2 Schedule site visits by contacting Mr. Dustin Hugen, (847) 285-5465.

4.1.8 Bidders shall include time to start and length of construction period, in calendar 
days, for Base Bid and each Alternate.

4.2.1.1 Bid security shall be 10 percent of Base Bid Total amount, in form of surety bond 
or cashier’s check.

4.2.1.2 Bidder shall execute Owner-Contractor Agreement within ten days of receipt of 
notice of bid acceptance and shall furnish required bonds and insurance certificates to 
Owner within three days thereafter, or bid security shall be forfeited to Owner as 
liquidated damages. 

4.2.2.2 Use AIA Document A310-1970 or another pre-approved form for bid bond. Bid-
bond surety company is subject to Owner’s approval.

4.2.3.1 Bid security will be returned to all except three lowest bidders within three 
working days after bid opening.

4.2.3.2 Remaining bid securities will be returned promptly after Owner and accepted 
Bidder have executed Owner-Contractor Agreement. Bidder may request return of bid 
security 60 days after Bid Due date if Bidder has not been notified of acceptance of 
Bidder’s Bid.

7.1.1.1 Provide performance and payment bonds for Contract Amount.

END OF SECTION

http://www.aiacontracts.org/
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HOFFMAN ESTATES PARK DISTRICT
Hoffman Estates, Illinois

FORM OF PROPOSAL

Proposal of _______________________________________________, hereinafter called the 
"BIDDER", (a) / (an) ________________________________________,

     (Corporation, Partnership, 
individual) doing business as _________________________________, to Hoffman Estates 
Park District, hereinafter called the "OWNER."

* * * 

The Bidder, in response to your advertisement for bids for ________________________
___________________________ having examined the Specifications and other Documents 
and being familiar with all of the conditions surrounding the proposed work (purchase/sale) 
including availability of materials hereby proposes to furnish all materials and supplies and to 
construct the project in accordance with the Contract Documents, within the time set forth 
therein and at the prices stated below.  These prices are to cover all expenses incurred in 
performing the work required under the Contract Documents of which this proposal is a part.

Bidder acknowledges receipt of the following Addenda, which are a part of the Contract

Document Numbers:  __________,  __________,  __________,  __________.
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HOFFMAN ESTATES PARK DISTRICT    FIRM NAME __________________________

BY: _____________________________ ADDRESS __________________________
(Sign and Date)

__________________________
BY: _____________________________

(Sign and Date) PHONE __________________________

EMAIL: __________________________

BY: __________________________
(Sign and Date)



Bid Form Attachment 1

Form of Proposal  – Page 3

Accompanying this is a _________________________________________________
(Bid Bond, Certified Check, Bank Draft)

In the amount of ________________________________________________________
(Dollars)

($__________________) being five percent (5%) of the Base Contract Bid, the same being 
subject to forfeiture in the event of default by the undersigned.

In submitting this bid, it is understood that the right is reserved by the Owner to reject any and 
all bids and it is agreed that this bid may not be withdrawn during the period of days in the 
Contract Documents.

The Bidder hereby certifies:

A. That this bid is genuine and is not made in the interest of or on behalf of any 
undisclosed person, firm or corporation and is not submitted in conformity with any 
agreement or rules of any group, association, organization or corporation.

B. That he has not directly or indirectly induced or solicited any other bidder to put in 
a false or sham bid.

C. That he has not solicited or induced any person, firm, or corporation to refrain from 
bidding.

D. That he has not sought by collusion or otherwise to obtain for himself any 
advantage over any other bidder or over the "Owner."

E. That he will comply with all provisions of the Prevailing Wage Ordinance #O-17-04
adopted by the Hoffman Estates Park District.

F. That he is in compliance with the Criminal Code Act of 1961, Article 33E-11, Public 
Contracts, and Public Act 85-1295.

G. That all materials, methods and workmanship shall conform to the drawings, 
specifications, manufacturer's standards and specifications, and all applicable 
Codes and Standards.

H. The bidder understands that the Hoffman Estates Park District looks favorably on 
minority businesses as sub-contractors for supplies, equipment, labor services and 
construction.
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FORM 1 – BID

CERTIFICATION

I, ____________________ (Officer), having been first duly sworn on Oath, do 

depose and state that I presently reside at ________________ (Address), and 

that I am the duly authorized principal, officer or agent of _______________ 

(Name of Contractor) and do hereby certify to Hoffman Estates Park District, its 

Commissioners, Officers and Employees that neither I nor _______________ 

(Name of Contractor) are barred from bidding on the Contract for which this bid is 

submitted, and as a result of violation of either Section 33E-3 (Bid-rigging") or 

Section 33E-4 ("Bid-rotating") of Article 33E of the Criminal Code of 1961 of the 

State of Illinois approved July 28,1961, as amended.

_________________________
On behalf of Contractor

Subscribed and sworn to before me

this ________ day of ________, 20___

______________________________
- Notary Public  -

My Commission Expires: 

_______________________________
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REFERENCES

_____________________________________________

Hoffman Estates IL  60169

References for:
1. Company Name:  _________________________________________

Address:      _________________________________________

City-state:      _________________________________________

Phone Number:    _________________________________________

Contact Person:    _________________________________________

2. Company Name:   _________________________________________

Address:       _________________________________________

City/State:       _________________________________________

Phone Number:      _________________________________________

Contact Person:      _________________________________________

3. Company Name:   _________________________________________

Address:       _________________________________________

City/State:       _________________________________________

Phone Number:      _________________________________________

Contact Person:      _________________________________________

4. Company Name:   _________________________________________

Address:       _________________________________________

City/State:       _________________________________________

Phone Number:      _________________________________________

Contact Person:      _________________________________________
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SUSTAINABILITY STATEMENT

Introduction

The Hoffman Estates Park District is committed to green and sustainable 
practices and good environmental stewardship.  Consequently, we are asking 
bidders to provide a Statement of Sustainability to ensure our bidders are also 
incorporating sustainability into their firm’s practices.

Instructions

Provide a clear description of your firm’s sustainable practices, policies or 
procedures to the below sections or attach a copy of your practice.  These 
practices may include but are not limited to:

Waste Minimization within the office or facilities through recycling programs, 
double-sided copying, electronic internal communications, recycled content in 
materials, reusable cups, limited printing, electronic document management, 
green purchasing policies, green cleaning supplies or reduced packaging in 
materials procured or supplied.  ___________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

Energy Efficiency within office, facilities or firm through lighting retrofits, photo 
sensor switches for lighting, use of day lighting, Energy Star rated appliance or 
equipment, alternative fuel or efficient fleet, anti-idling policy, or indoor 
temperature management. ________________________________________

______________________________________________________________

______________________________________________________________

Water Efficiency in office, facilities or firm through faucet or fixture retrofits, switch 
individual bottled water to office water coolers or drinking fountains, drought 
tolerant landscaping. ______________________________________________

_______________________________________________________________

_______________________________________________________________



Bid Form Attachment 1

Form of Proposal  – Page 7

Staff are encouraged to be sustainable and supported by your firm through public 
transit benefits, bicycle accommodations, telecommuting options, support to 
attend green seminars, US Green Building Council LEED accredited or the 
creation of an internal green team. ___________________________________

________________________________________________________________

________________________________________________________________

Education of your staff about green practices, your business peers of your green 
accomplishments, your community of your sustainability, or any environmental 
awards your firm has achieved. ______________________________________

________________________________________________________________

________________________________________________________________.
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SECTION 00 52 14

AGREEMENT FORM

PART 1 GENERAL

1.1 AGREEMENT FORM

A. Owner/Contractor Agreement form is AIA Document A101-2017, Standard Form of 
Agreement Between Owner and Contractor. Free sample previews of the document are 
available at www.aiacontracts.org.

B. Terms Architect, Engineer, and Architect/Engineer are used interchangeably.

END OF SECTION

http://www.aiacontracts.org/
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SECTION 00 60 11

BONDS AND CERTIFICATES

PART 1 GENERAL

1.1 BONDS AND CERTIFICATES

A. Furnish the following with executed Owner-Contractor Agreement.
1. Performance and Payment Bonds: Use AIA Document A312-2010, Performance Bond 

and Payment Bond, or another pre-approved form.
2. Certificates of Insurance: Use ACORD 25 (2016/03), Certificate of Liability Insurance, 

and ACORD 27 (2009/12), Certificate of Property Insurance, with AIA Document G715-
2017, Supplemental Attachment, or another pre-approved form.

B. Bond Surety Company shall be satisfactory to Owner.

C. Include costs for bonds and insurance in Bid.

D. Attorneys-in-Fact who sign bonds shall file with each bond a certified copy of their Power of 
Attorney, with effective date.

END OF SECTION



General Conditions
00 72 00 - 1

WJE No. 2018.0772 Hoffman Estates Park District-Triphahn Center
September 17, 2018 Hoffman Estates, Illinois

SECTION 00 72 00

GENERAL CONDITIONS

PART 1 GENERAL

1.1 GENERAL CONDITIONS

A. General Conditions are AIA Document A201-2017, General Conditions of the Contract for 
Construction. Free sample previews of the document are available at www.aiacontracts.org. 

END OF SECTION

http://www.aiacontracts.org/
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SECTION 00 73 00

SUPPLEMENTARY CONDITIONS

PART 1 GENERAL

1.1 SUPPLEMENTARY CONDITIONS

A. The following supplementary conditions modify provisions of AIA Document A201-2017, 
General Conditions of the Contract for Construction. Free sample previews of the document 
are available at www.aiacontracts.org. Unaltered portions of General Conditions remain in 
effect.
Article 1 General Provisions
Add Subparagraphs 1.1.3.1, 1.1.3.2, 1.1.3.3, and 1.1.3.4.

1.1.3.1 Furnish: Supply and deliver to Project site, ready for unloading, unpacking, 
assembly, installation, and similar operations.

1.1.3.2 Install: Operations at Project site including unloading, temporarily storing, 
unpacking, assembling, erecting, placing, anchoring, applying, working to 
dimension, finishing, curing, protecting, cleaning, and similar operations.

1.1.3.3 Provide: Furnish and install, complete and ready for intended use.
1.1.3.4 Rules and Regulations shall include conventions and agreements within 

construction industry that control performance of Work.
Add Subparagraph 1.2.4.

1.2.4 Sections of Division 01 - General Requirements expand on provisions of these 
General Conditions and govern the execution of the Work of all sections of the 
Specification.

Add Subparagraph 1.4.1.
1.4.1 Where phases such as “as selected,” “as approved,” “or equal,” or “or approved 

equal” are used, it is understood that the selecting or approving party is the 
Architect/Engineer, unless another is party specifically designated by the Owner.

Add Subparagraph 1.5.3.
1.5.3 Any unauthorized use of the Instruments of Service by the Contractor, 
Subcontractors, Sub-subcontractors, or suppliers shall be at that party’s sole risk 
and that party shall indemnify Architect/Engineer for any liability or legal 
exposure to Architect/Engineer related to the unauthorized use.

Delete Paragraphs 1.7 and 1.8 and add the following:
 1.7 —Not Used—
1.8 —Not Used—

Article 2 Owner
Delete Subparagraph 2.3.2 and add the following:

2.3.2 The Owner shall retain an architect lawfully licensed to practice architecture, or 
an entity lawfully practicing architecture, in the jurisdiction where the Project is 
located. That person or entity is identified as the Architect in the Agreement and 
is referred to throughout the Contract Documents as if singular in number. The 
terms “Architect,” “Architect/Engineer,” and “Engineer” are used 
interchangeably.

Article 3 Contractor
Add Subparagraph 3.1.4.

http://www.aiacontracts.org/
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3.1.4 The Contractor is responsible for all obligations related to the Work unless the 
obligation is specifically attributed to the Owner.

Add the following to Subparagraph 3.2.2.
3.2.2.1 The Contractor shall not scale drawings to determine dimensions. It is the 

Contractor’s responsibility to verify all field dimensions or request additional 
information from the Architect when areas cannot be field measured. 

3.2.2.2 The Contractor shall report to the Architect/Engineer any specified Work that, in 
the opinion of the Contractor, cannot reasonably be constructed as specified.

Delete Subparagraph 3.5.2 and add the following.
3.5.2 All material, equipment, or other special warranties required by the Contract 

Documents shall be issued in the name of the Owner or shall be transferrable to 
the Owner, shall commence in accordance with Section 9.8.4, and shall not be 
limited by the period for correction of work established in Paragraph 12.2.

Add Subparagraph 3.6.1.
3.6.1 The Owner is a tax-exempt organization and is exempt from sales tax on products 

permanently incorporated in the Work. When making purchases, the Contractor 
shall certify in writing on the invoice or sales ticket copy to be retained by the 
vendor that purchases were made for and on behalf of the Owner. The Contractor 
shall furnish copies of the invoices or sales tickets to the Owner and shall provide 
separate amounts for labor and materials on the monthly payment requests.”

Article 4 Architect
Delete Subparagraph 4.1.2 and add the following.

4.1.2 Duties, responsibilities, and limitations of authority of the Architect/Engineer as 
set forth in the Contract Documents may be restricted, modified, or expanded by 
the Owner and Architect/Engineer without the consent of the Contractor. The 
Contractor shall be notified of any changes to the duties, responsibilities, or 
limitations of authority of the Architect/Engineer.

Article 5 Subcontractors
Add Subparagraph 5.3.1.

5.3.1 Each Subcontractor shall indemnify and hold harmless the Owner, 
Architect/Engineer, Architect/Engineer’s consultants, and agents and employees 
of any of them, per Paragraph 3.18, to the extent of the Work to be performed by 
the Subcontractor.

Article 9 Payments and Completion
Add Subparagraph 9.3.4.

9.3.4 The application for payment form shall be AIA Document G702-1992, Application 
and Certification for Payment (or a similar form agreed upon by the Owner and 
Architect), supported by AIA Document G703-1992, Continuation Sheet (or a 
similar form agreed upon by the Owner and Architect). The first payment 
application shall include the Contractor's partial waiver of lien for the payment 
amount. Each subsequent payment application shall include the Contractor's 
partial waiver of lien for the payment amount and partial waivers of lien of 
Subcontractors and material suppliers who were included in the immediately 
preceding payment application, to the extent of that payment. The application for 
final payment shall include final waivers of lien from the Contractor, 
Subcontractors, and material suppliers who have not previously furnished final 
waivers.
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Article 10 Protection of Persons and Property
Add the following to Subparagraph 10.2.6.

The responsible person shall conduct regularly scheduled meetings with Subcontractors 
and, in the event of Separate Contracts, with other Contractors to promote compliance 
with governing safety regulations.

Add Paragraph 10.5 including Subparagraphs 10.5.1 and 10.5.2.
10.5 Use and Control of Moisture
10.5.1 The Contractor shall control moisture from construction activities or due to 

temporary demolition during construction and prevent such moisture from 
creating or contributing to conditions conducive to deterioration of materials or 
biological growth. This includes providing temporary weather protection of work 
areas to reasonably prevent weather from entering the interior or damaging 
components to remain. 

10.5.2 The Contractor shall control water runoff and shall not allow contaminated water 
or debris to enter storm sewers. The Contractor shall comply with local, state, 
and federal laws and ordinances regarding water runoff.

Article 11 Insurance and Bonds
Add Subparagraph 11.1.4.

11.1.4 Within three (3) business days of the date the Contractor becomes aware of 
any impending or actual cancellation of any insurance or substantial change 
in coverage required by Section 11.1, the Contractor shall provide notice to 
the Owner of such impending or actual cancellation or expiration. The 
furnishing of notice by the Contractor shall not relieve the Contractor of any 
contractual obligation to provide the required coverage throughout the 
project duration (including statute of limitations period). Upon receipt of the 
notice from the Contractor, the Owner shall, unless the lapse in coverage 
arises from an act or omission of the Owner, have the right to stop the Work 
until the lapse in coverage has been cured by the procurement of replacement 
coverage by the Contractor. Alternately, the Owner shall have the right, but 
not the obligation, to independently obtain such insurance. In such case, the 
Contractor shall repay the Owner immediately upon demand the premium 
together with interest and all costs and expenses incurred by the Owner 
without prejudice to any rights or remedies of the Owner under this 
Agreement. At the Owner’s option, all sums due the Owner may be deducted 
from payments due to the Contractor under this Agreement.

Article 12 Uncovering and Correction of Work
Modify Subparagraphs 12.2.2.1, 12.2.2.2, and 12.2.2.3 as follows:

12.2.2.1 Change “one year” to “two years” at one location in Line 1. Change “one-
year” to “two-year” at one location in Line 7.

12.2.2.2 Change “one-year” to “two-year” at one location in Line 1.
12.2.2.3 Change “one-year” to “two-year” at one location in Line 1.

Modify Subparagraph 12.2.5 as follows:
12.2.5 Change “one-year” to “two-year” at one location in Line 2.

Add Paragraph 12.4.
12.4 In addition to complying with the requirements of the Contract Documents, 

the completed Work shall be watertight (i.e., no liquid water inboard of the 
primary waterproofing, roofing, and/or weather barrier element) for the 
correction period. In executing the Owner-Contractor Agreement, the 
Contractor represents that it is knowledgeable in the Work to be performed. 
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It is the responsibility of the Contractor to take any and all steps necessary to 
provide a watertight system. Errors, inconsistencies, or omissions in the 
Contract Documents or unanticipated field conditions shall be reported 
promptly to the Architect/Engineer under Paragraph 3.2.2, and do not relieve 
the Contractor of its responsibility to provide a watertight system.

Article 13 Miscellaneous Provisions
Add the following to Paragraph 13.6.

Interest shall not accrue on disputed amounts due until the Owner and Contractor have 
resolved such dispute.

Article 14 Termination or Suspension of the Contract
Delete Subparagraph 14.1.1.3 and substitute the following.

14.1.1.3 Because the Architect has not issued a Certificate for Payment and has not 
notified the Contractor of the reason for withholding certification as provided 
in Subparagraph 9.4.1, or because the Owner has not made payment on a 
Certificate for Payment certified by the Architect that is undisputed by the 
Owner within the time stated in the Contract Documents; or

B. The following supplementary conditions modify provisions of AIA Document A101-2017 
Exhibit A, Insurance and Bonds. Unaltered portions remain in effect.

Add the following after Subparagraph A.3.2.1:

Maintain products-completed operations coverage through statute of 
limitations for any Project-related claims, including warranty claims.

Add the following Subparagraph A.3.2.2.3:

General Aggregate and Per Project Aggregate endorsements shall be added 
to the General Liability policy.

A.3.2.2.1 Commercial General Liability $1,000,000 each occurrence; 
$2,000,000 general aggregate; $2,000,000 aggregate for products-
completed operations hazard

A.3.2.3 Automobile Liability $1,000,000 per accident

A.3.2.6 Employer’s Liability $1,000,000 each accident; $1,000,000 each 
employee; $1,000,000 policy limit

END OF SECTION
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SECTION 01 11 00

SUMMARY OF WORK

PART 1 - GENERAL

1.1 SUMMARY

A. Section Includes: Description of existing conditions and Contractor duties and use of premises.

1.2 OWNER/CONTRACTOR AGREEMENT

A. Perform Work under terms of A201 - General Conditions of the Contract for Construction, and 
Section 00 73 00 - Supplementary Conditions. 

B. Owner: Hoffman Estates Park District

C. Architect/Engineer:  Wiss Janney Elstner Associates
330 Pfingsten Road
Northbrook, Illinois 60062

1.3 CONTRACTOR DUTIES

A. Except as specifically noted, provide and pay for:
1. Labor, materials, and equipment.
2. Tools, construction equipment, and machinery.
3. Water, heat, power, and lights required for construction.
4. Other facilities and services necessary for proper execution and completion of Work.
5. Legally required sales, consumer, and use taxes. Owner’s tax-exempt sales tax number is 

E9998-0150-07.
6. Permits, government fees, and licenses as necessary for proper execution and completion 

of Work and as applicable at time of receipt of bids.

B. Comply with codes, ordinances, rules, regulations, orders, and other legal requirements of 
public authorities having jurisdiction, which bear on performance of Work.
1. Take necessary safety precautions to prevent injury to construction personnel, non-

construction personnel, Owner’s property, and adjacent facilities.
2. Give required notices.
3. Products shall comply with local regulations, including environmental restrictions.
4. Promptly submit written notice to Architect/Engineer of observed variance of Contract 

Documents from legal requirements. It is not the Contractor's responsibility to make certain 
that Drawings and Specifications comply with codes and regulations.
a. Propose appropriate modifications to Contract Documents for necessary changes.
b. Assume responsibility for Work known to be contrary to such requirements, which is 

performed without notice.

C. Enforce strict discipline and good order among employees. Do not employ unfit persons or 
persons not skilled in their assigned tasks.

D. Provide 24-hour emergency contact information for Contractor and major subcontractors, 
including names and telephone numbers.
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1.4 CONTRACTOR USE OF PREMISES

A. Confine operations at Site to areas permitted by law, ordinance, permits, and Contract 
Documents.

B. Owner will occupy premises outside of Work area during construction period. 
1. Cooperate with Owner to minimize conflicts and facilitate Owner usage.
2. Perform Work to avoid interference with Owner’s day-to-day operations. Notify Owner’s 

Representative at least 72 hours in advance of activities that will affect Owner’s operations.
3. Maintain vehicular, pedestrian, and emergency access to portions of facility that are in use. 

Keep entrances and exits clear of stored materials and construction equipment.
a. Short interruptions in access may be permitted if approved in advance in writing by 

the Owner’s Representative.
b. Schedule deliveries to minimize interruptions.

4. Do not disturb Site outside of Work area.

C. Minimize interference with adjacent streets and walkways and adjacent facilities.

D. Contractor shall have no additional storage or operational area outside of Work area, either 
inside or outside of building, except as approved in advance by Owner’s Representative.
1. Construction equipment, tools, etc., shall not be stored in areas of Owner's continued use.
2. Do not unreasonably encumber Site with materials or equipment.
3. Do not load Project structure with weight that will endanger Project structure.
4. Assume full responsibility for Site security and protection and safekeeping of products 

stored at Site.
5. Obtain and pay for additional storage areas needed for operations.

1.5 OWNER OCCUPANCY

A. Owner will occupy the premises during entire construction period, with the exception of areas 
under construction. Cooperate with Owner during construction operations to minimize conflicts 
and facilitate Owner usage. Perform the Work so as not to interfere with Owner's operations. 
Maintain existing exits unless otherwise indicated.
1. Maintain access to existing walkways, corridors, and other adjacent occupied or used 

facilities. Do not close or obstruct walkways, corridors, or other occupied or used facilities 
without written permission from Owner and authorities having jurisdiction.

2. Provide not less than 72 hours' notice to Owner of activities that will affect Owner's 
operations.

PART 2 - PRODUCTS - Not Used

PART 3 - EXECUTION - Not Used

END OF SECTION
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SECTION 01 20 10

CONTRACT MODIFICATION AND PAYMENT PROCEDURES

PART 1 GENERAL

1.1 SUMMARY

A. Section Includes: Administrative and procedural requirements for preparing, handling, and 
processing Contract modifications and Applications for Payment, including allowances, unit 
price Work, alternates, and product substitutions.

1.2 UNIT PRICE WORK

A. Definition: Unit price, stated on the Bid Form, is the price per unit of measurement for materials 
and services for a specific Work activity. The Contract Sum may be increased or decreased by 
Unit Price adjustment, based on the difference between the estimated bid quantity and the actual 
Work quantity.

B. Measurement Procedures:
1. Measure Work performed on a unit price basis and maintain a record of the location and 

unit price quantity of each repair installed. Unless stated otherwise by the 
Architect/Engineer, document unit price quantities with plan view or elevation drawings, 
or both, and tables with required data, cross-referenced to drawings. Submit recorded 
information to Architect/Engineer on a weekly basis.

2. Architect/Engineer will verify the accuracy of measurements and approve final quantities. 
Notify Architect/Engineer at least two days before Work will be performed that might 
make this verification difficult or impossible.

3. Notify Owner's Representative and Architect/Engineer at once in writing of unit price work 
that deviates materially from the Unit Price basis for payment and for which an adjustment 
in Unit Price is desired.
a. Measure and quantify all such deviations, and allow Architect/Engineer to verify the 

accuracy of measurements, prior to performing Work that might make verification 
difficult or impossible.

b. Adjustments will be considered only if all repairs of given type have been measured 
and all deviations, both plus and minus, have been included in the determination of 
the average deviation from the Unit Price basis for payment.

C. Payment Procedures:
1. As part of Project closeout, the Contract Sum will be modified by the unit price times the 

variation in the actual Work quantity from the estimated quantity included in the Bid Form, 
based on quantities measured by the Contractor and approved by the Architect/Engineer.

1.3 ALTERNATES

A. Description of Alternates:
1. Alternate 1: Removal of existing metal roofing and installation of a new 60 mil fleece back 

PVC roofing system that utilizes simulated PVC standing seams.
2. Alternate 2: Removal of the low slope PVC roofing system to the structural deck and 

installation of a new 60 mil, fully adhered roofing system.
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B. Procedures:
1. Upon notification of alternates selected by the Owner, inform subcontractors of selected 

alternates and of changes in the Work due to selection or rejection of alternates.
2. Execute accepted alternates under the same conditions as other work of the Contract.
3. Modify or adjust affected adjacent Work as necessary to completely integrate the Work of 

an alternate into Project.

1.4 SUBSTITUTION PROCEDURES

A. Definitions:
1. Substitutions: Changes proposed by Contractor in products, materials, equipment, or 

methods of construction from those required by Contract Documents.
a. Substitutions for Cause: Changes proposed by Contractor that are required due to 

changed Project conditions, such as unavailability of product, regulatory changes, or 
unavailability of required warranty terms.

b. Substitutions for Convenience: Changes proposed by Contractor or Owner that are not 
required in order to meet other Project requirements but may offer advantage to 
Contractor or Owner.

B. Submittals:
1. Substitution Requests: Submit three copies of request for consideration. Use 

CSI Form 13.1A or similar form. Identify product or fabrication or installation method to 
be replaced. Include Specification section and Drawing numbers and titles.
a. Provide the following information. If the following information is not provided, 

Architect/Engineer may return requests without action, except to record 
noncompliance with these requirements.
1) Statement indicating why specified product, fabrication, or installation cannot be 

provided, if applicable.
2) Product Data, including drawings and descriptions of products, and fabrication 

and installation procedures. Where applicable or requested, include:
a) Samples.
b) Certificates and qualification data.

3) Material test reports from a qualified testing agency indicating and interpreting 
test results for compliance with requirements indicated.
a) Research reports evidencing compliance with the building code in effect for 

Project.
b) Necessary approvals of public authorities having jurisdiction.

4) A detailed comparison of significant qualities of proposed substitution with those 
of specified Work. Include an annotated copy of applicable Specification section. 
Significant qualities may include attributes such as performance, weight, size, 
durability, visual effect, sustainable design characteristics, warranties, and 
specific features and requirements indicated. Indicate deviations, if any, from 
specified Work.

5) List of similar installations for completed projects with project names and 
addresses and names and addresses of architect/engineers and owners.

6) Coordination information, including a list of changes or modifications needed to 
other portions of Work that will be necessary to accommodate proposed 
substitution.

7) Cost information and a detailed comparison of Contractor's construction 
schedule using proposed substitution compared to specified product, including 
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the effect on overall Contract Time. Include proposal of change, if any, in 
Contract Sum or Contract Time.

8) Contractor's certification that proposed substitution complies with requirements 
in Contract Documents, including specified warranty, except as indicated in 
substitution request; is compatible with other portions of Work and other 
products; and is appropriate for applications indicated and will produce indicated 
results.
a) Investigate and document compatibility of proposed substitution with 

related products and materials. Engage qualified testing agency to perform 
compatibility tests recommended by manufacturer.

9) Contractor's waiver of rights to additional payment or time that may subsequently 
become necessary because of failure of the proposed substitution to produce the 
indicated results.

b. In addition, for substitutions of convenience, requested substitution must:
1) Offer Owner substantial advantage in cost, time, energy conservation, or other 

considerations, after deducting additional responsibilities Owner must assume. 
Owner's additional responsibilities may include compensation to 
Architect/Engineer for redesign and evaluation services, increased cost of other 
construction by Owner, and similar considerations.

2) Not require extensive revisions to Contract Documents.
c. Substitutions for Cause: Submit requests for substitution immediately upon discovery 

of need for change, but not less than 14 days prior to time required for preparation and 
review of related submittals.

d. Substitutions for Convenience: Not allowed.
e. Substitutions for Convenience: Architect/Engineer will consider requests for 

substitution if received within 60 days after Notice of Award. Requests received after 
that time may be considered or rejected at the discretion of Architect/Engineer.

2. Architect/Engineer's Action: If necessary, Architect/Engineer will request additional 
information or documentation for evaluation within seven days of receipt of substitution 
request. Architect/Engineer will notify Contractor of acceptance or rejection of proposed 
substitution within 14 days of receipt of request, or seven days of receipt of additional 
information or documentation, whichever is later.
a. Acceptance or rejection of proposed substitutions shall be at the sole discretion of 

Architect/Engineer, whose decision is final.
b. Accepted substitution will be incorporated into the Contract by Change Order, 

Construction Change Directive, or Architect/Engineer's Supplemental Instructions for 
minor changes in Work.

c. Use product specified if Architect/Engineer does not issue decision on use of proposed 
substitution within time allocated.

C. Modify or adjust Work as necessary to integrate work of approved substitutions.

1.5 CONTRACT MODIFICATION PROCEDURES

A. Minor Changes in Work: Architect/Engineer will issue supplemental instructions authorizing 
minor changes in Work, not involving adjustment to Contract Sum or Contract Time, on 
AIA Document G710, Architect’s Supplemental Instructions.

B. Proposal Requests:
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1. Owner-Initiated Proposal Requests: Architect/Engineer will issue a detailed description of 
proposed changes in the Work that may require adjustment to the Contract Sum or Contract 
Time. The description may include supplemental or revised Drawings and Specifications.
a. Proposal Requests issued by the Architect/Engineer are for information only, and are 

not instructions to either stop Work or execute the proposed change.
b. Within the time specified in the Proposal Request after receipt of the Proposal 

Request, submit adjustments to the Contract Sum and Contract Time necessary to 
execute change.

2. Contractor-Initiated Proposals: If latent or unforeseen conditions require modifications to 
the Contract, propose changes by submitting a request for change to the 
Architect/Engineer.
a. Include a statement outlining reasons for the change and provide a complete 

description of the proposed change.
b. Submit adjustments to the Contract Sum and Contract Time necessary to execute the 

change within 21 days of becoming aware of latent or unforeseen condition. Owner 
will reject claims submitted later than 21 days after latent or unforeseen condition 
becomes known.

3. Indicate the effect of the proposed change on the Work, and adjustments to the Contract 
Sum and Contract Time necessary to execute the change.
a. Include quantities of products required or eliminated and unit costs, with total amount 

of purchases and credits to be made. If requested, furnish survey data to substantiate 
quantities.

b. Indicate applicable taxes, delivery charges, equipment rental, and amounts of trade 
discounts.

c. Include costs of labor and supervision directly attributable to the change.
d. Do not include Contractor's or subcontractor's indirect expense unless it is clearly 

shown that the nature or extent of Work has changed from that which could have been 
foreseen from information in the Contract Documents. No change to Contractor's 
indirect expense is permitted for the selection of higher- or lower-priced materials, or 
systems of the same scope and nature as originally indicated.

e. Include an updated Construction Schedule that indicates the effect of the change, 
including changes in activity duration, start and finish times, and activity relationship. 
Use available total float before requesting an extension of Contract Time.

f. Comply with requirements in Section 01 60 00 if proposed change requires 
substitution of one product or system for product or system specified.

4. Use AIA Document G709, Work Changes Proposal Request, for Proposal Requests.

C. Construction Change Directives:
1. Architect/Engineer may issue a Construction Change Directive on AIA Document G714, 

Construction Change Directive, instructing Contractor to proceed with a change in the 
Work, for subsequent inclusion in a Change Order.
a. A Construction Change Directive contains a complete description of the change in 

Work, including a method to determine changes in the Contract Sum and Contract 
Time.

2. Maintain detailed records on time and material basis of Work required by Construction 
Change Directive.
a. After completion of the change, submit an itemized account and supporting data 

necessary to substantiate cost and time adjustments to the Contract.

D. Change Order Procedures:
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1. Owner will authorize a change in the Contract by executing AIA Document G701, Change 
Order.

2. Allowance Adjustment: Change Orders for allowance items will decrease allowance 
amounts, and have no effect on Contract Amount, until the allowance amount has been 
depleted.
a. If requested, prepare an explanation and documentation to substantiate distribution of 

overhead costs and other margins claimed.

1.6 PAYMENT PROCEDURES

A. Schedule of Values:
1. Format and Content:

a. Include the following Project identification.
1) Project name and location.
2) Name of Architect/Engineer.
3) Contractor’s name and address.
4) Date of submittal.

b. Provide a breakdown of the Contract Sum in sufficient detail to facilitate an evaluation 
of the Applications for Payment.
1) Coordinate with Project Manual Table of Contents.
2) Provide separate line items for initial cost of materials, for each subsequent stage 

of completion, and for total installed value of that part of Work.
3) Provide separate line item for each part of Work where Applications for Payment 

may include materials or equipment purchased or fabricated and stored, but not 
yet installed.

4) Where Work is phased, include effects of phasing in Schedule of Values.
5) Each item in the Schedule of Values and Applications for Payment shall be 

complete. Include total cost and proportionate share of general overhead and 
profit for each item.

6) Show temporary facilities and other major cost items that are not a direct cost of 
actual Work-in-place, as either separate line items in the Schedule of Values or 
distributed as general overhead expense, at Contractor’s option.

7) Round amounts to nearest whole dollar; total shall equal Contract Sum.
2. Coordinate the Schedule of Values with other administrative forms and schedules, 

including the Construction Schedule, submittal schedule, and application for payment 
forms.

3. Submit the Schedule of Values to Architect/Engineer at least two weeks before submittal 
of the initial Application for Payment.

4. Update and resubmit the Schedule of Values before the next Application for Payment when 
a Change Order results in a change in the Contract Sum.

B. Applications for Payment:
1. Payment Application Form: Use AIA Document G702 and AIA Document G703 

Continuation Sheets as the form for Applications for Payment.
2. Each Application for Payment shall be consistent with previous applications and payments 

as certified by the Architect/Engineer and paid by Owner.
3. Application Preparation: Complete every entry on form. Notarize and execute by person 

authorized to sign legal documents on behalf of Contractor. Architect/Engineer will return 
incomplete applications without action.
a. Entries shall match data on the Schedule of Values and Contractor’s Construction 

Schedule. Use updated schedule if revisions were made.



Contract Modification, Payment Procedures
01 20 10 - 6

WJE No. 2018.0772 Hoffman Estates Park District-Triphahn Center
September 17, 2018 Hoffman Estates, Illinois

b. Include amounts of Change Orders and Construction Change Directives issued before 
the last day of the construction period covered by the application.

4. Submittal: Submit three signed and notarized original copies of each Application for 
Payment to Architect/Engineer by method ensuring receipt. One copy shall include waivers 
of lien and similar attachments if required. Send the submittal with a transmittal form 
listing attachments and recording appropriate information about the application.

5. Waivers of Mechanic’s Lien: With each Application for Payment, submit waivers of 
mechanic’s lien from every entity who is lawfully entitled to file mechanic’s lien arising 
out of the Contract and related to the Work covered by payment.
a. Submit partial waivers on each item for the amount requested in the application, after 

deduction for retainage on each item.
b. When the application shows completion of an item, submit final or full waiver.
c. Execute waiver forms in a manner acceptable to Owner.
d. Owner reserves the right to designate which entities involved in Work must submit 

waivers.
6. Application for Payment at Substantial Completion: After issuing a Certificate of 

Substantial Completion, submit an Application for Payment showing 100 percent 
completion for portion of Work claimed as substantially complete.
a. Include documentation supporting claim that Work is substantially complete and 

statement showing accounting of changes to Contract Sum.
b. This application shall reflect Certificates of Partial Substantial Completion issued 

previously for Owner occupancy of designated portions of Work.
7. Final Payment Application: Submit a final Application for Payment with releases and 

supporting documentation not previously submitted and accepted, including, but not 
limited, to the following:
a. Evidence of completion of Project closeout requirements.
b. Insurance certificates for products and completed operations where required and proof 

that taxes, fees, and similar obligations were paid.
c. Updated final statement, accounting for final changes to the Contract Sum.
d. AIA Document G706, Contractor’s Affidavit of Payment of Debts and Claims.
e. AIA Document G706A, Contractor’s Affidavit of Release of Liens.
f. AIA Document G707, Consent of Surety to Final Payment.
g. Evidence that claims have been settled.

PART 2 PRODUCTS - Not Used

PART 3 EXECUTION - Not Used

END OF SECTION
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SECTION 01 30 00

ADMINISTRATIVE REQUIREMENTS

PART 1 GENERAL

1.1 SUMMARY

A. Section Includes: Project coordination and supervision, meetings, schedules, and photographic 
documentation.

1.2 COORDINATION

A. Project has special requirements for coordinating Work because of the following conditions.
1. Complex nature and phasing of Work activities.
2. Partial occupancy of facility by Owner during construction period.

B. Provide supervision, planning, scheduling, and control to perform Work and meet requirements 
of Contract Documents.
1. Schedule and coordinate construction operations in sequence required to obtain best results 

where installation of one part of Work depends on installation of other components, before 
or after its own installation.

2. Notify affected parties in writing, as necessary, of special procedures required for 
coordination.

3. Coordinate scheduling and timing of required administrative procedures to ensure orderly 
progress of Work. Such administrative activities include the following:
a. Preparation of a construction schedule and Schedule of Values.
b. Installation and removal of temporary facilities and controls.
c. Delivery and processing of submittals.
d. Progress and pre-installation meetings.
e. Project closeout activities.

C. Notify the Owner’s Representative in writing 48 hours in advance of time when construction 
areas will be returned to the Owner for use or when new Work areas are required.

D. Submit a building access plan to Owner’s Representative for review and written approval at 
least ten working days prior to its implementation. Include locations of temporary enclosures 
and storage.

1.3 SUPERVISION

A. Provide a project superintendent at the Site a minimum of eight hours per day during the 
progress of the Work. The superintendent shall be literate and fluent in English.

1.4 MEETINGS

A. General:
1. Schedule and conduct meetings at the Site, unless otherwise indicated.
2. Notify participants, others involved, and individuals whose presence is required, of the date 

and time of the meeting. Notify the Owner and Architect/Engineer of scheduled meeting 
dates and times.
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3. Agenda: Prepare a meeting agenda and distribute agenda to invited attendees.
4. Minutes: Architect/Engineer will record significant discussions, agreements, and 

disagreements, and distribute the meeting minutes to concerned parties, including the 
Owner and Architect/Engineer, within seven days of the meeting.

B. Pre-Construction Meeting:
1. Conduct a pre-construction meeting before Work begins. The Owner’s Representative, 

Architect/Engineer, and responsible representatives from major subcontractors and other 
concerned parties shall be present. Participants shall be familiar with the Project and 
authorized to conclude matters relating to the Work.

2. Describe in detail when each portion of the Work is to be performed, based on the 
construction schedule. Discuss phasing and critical work sequencing. Subcontractors shall 
participate in discussion.

3. Discuss the following:
a. Subcontractors, including responsibilities and personnel assignments.
b. Key personnel, including contact information, and their duties.
c. Procedures for requests for interpretations, field decisions, and change orders.
d. Procedures for processing Applications for Payment.
e. Use of premises, including office and storage areas, parking availability, and Owner’s 

requirements.
f. Work hours and restrictions.
g. Deliveries and priorities.
h. Temporary facilities and controls.
i. Housekeeping procedures, including progress cleaning and construction waste 

management and recycling.
j. Preparation of record documents.

4. Discuss questions that Contractor or subcontractors may have about Work or construction 
schedule.

5. The Architect/Engineer will interpret the Contract Documents.
6. The Owner’s Representative will discuss partial occupancy and use of the facility during 

the construction and other Owner concerns.

C. Progress Meetings: Conduct progress meetings at regular intervals.
1. The Owner’s Representative, Architect/Engineer, and representatives of each contractor, 

subcontractor, supplier, and other entity concerned with current progress or involved in 
planning, coordination, or performance of future activities shall be present. Participants 
shall be familiar with the Project and authorized to conclude matters relating to the Work.

2. Review and correct or approve the minutes of the previous progress meeting. Review items 
of significance that could affect the progress of the Work. Include topics for discussion as 
appropriate to the status of the Project.

3. Construction Schedule: Review the progress of the Work since the last meeting. Determine 
whether each activity is on time, ahead of schedule, or behind schedule, in relation to the 
construction schedule. Determine how construction behind schedule will be expedited, and 
secure commitments from the parties involved to do so. Discuss whether schedule revisions 
are required to ensure that current and subsequent activities will be completed within the 
Contract Time.
a. Review the schedule for the next period.

4. Review present and future needs of each entity present, including the following:
a. Sequence of operations, interface requirements, and coordination of the Work.
b. Status of submittals, deliveries, and off-site fabrication.
c. Field observations, problems, and decisions.
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d. Quality and work standards, and status of corrective measures for deficient items.
e. Status of payment requests, requests for interpretations, proposal requests, pending 

changes, Change Orders, and pending claims and disputes.
5. If Work is proceeding according to the construction schedule, the Architect/Engineer may 

cancel the next meeting.

1.5 SCHEDULES

A. Prepare a construction schedule for the entire Work, including a complete sequence of 
construction by activity. The schedule shall be in the form of a horizontal bar chart, with a 
separate horizontal bar for each construction activity and the first workday of each week 
identified.
1. Provide beginning and completion dates for each construction activity and phase.

a. Indicate the completion percentage for each activity on the first day of each month.
b. Indicate time periods when portions of the Site will not be available for Owner use 

and when stairs and elevators will be used for construction activities.
c. Indicate periods of interruption of utility services.

2. Provide submittal dates and dates when reviewed submittals will be required.
3. Provide product procurement and delivery dates.
4. Provide dates for the selection of finishes.
5. Provide separate sub-schedules as necessary to provide more detail for critical portions of 

the schedule.

B. Submit the construction schedule to the Owner’s Representative and Architect/Engineer within 
one week after the date of the Notice to Proceed.

C. Update the schedule on a monthly basis or when actual construction progress deviates 
significantly from that shown on the current schedule.
1. Show all changes that have occurred since the previous schedule was prepared, including 

the progress of each activity, current completion dates, and major changes in scope.
2. Provide a narrative report that discusses the following items and their effects on the 

schedule.
a. Progress of each activity and current completion date, compared to the previous 

schedule.
b. Description of changes.
c. Problem areas, including current and anticipated delay factors.
d. Corrective actions taken or proposed.

3. Resubmit to the Owner’s Representative and Architect/Engineer.

D. Distribute the current schedule to the job-site file, subcontractors, and other affected parties. 
Instruct parties to report any inability to comply and to provide a detailed explanation with 
suggested remedies.

1.6 PHOTOGRAPHIC DOCUMENTATION

A. Photograph existing conditions that are important to the construction or that deviate 
substantially from the Contract Documents; significant conditions that will be concealed by the 
Work; finish surfaces that might be misconstrued as damage caused by removal or other Work 
operations; and immediate follow-up when on-site events result in construction damage or loss.
1. Photographs shall be in focus and shall clearly show the condition.
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B. Within two days of taking photographs, submit the complete digital-image electronic file with 
image log to the Architect/Engineer and Owner’s Representative. Submit digital images exactly 
as originally recorded in the camera, without alteration, manipulation, editing, or modification.
1. Submit photographs of pre-existing damage prior to beginning Work in area.

PART 2 PRODUCTS - Not Used

PART 3 EXECUTION - Not Used

END OF SECTION
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SECTION 01 33 00

SUBMITTAL PROCEDURES

PART 1 - GENERAL

1.1 SUMMARY

A. Section Includes: Administrative and procedural requirements for submitting shop drawings, 
product data, samples, and other submittals.

1.2 SUBMITTALS

A. General:
1. Format:

a. PDF Submittals: Prepare submittals as a PDF package, incorporating complete 
information into one PDF file for each product or material.  Name each PDF file with 
submittal number

2. Submittal Identification:  Include the following information in each submittal.  
a. Project name.
b. Date.
c. Names of Architect/Engineer, Contractor, subcontractor, manufacturer, supplier, and 

firm or entity that prepared submittal, as appropriate.
d. Identification information, such as the number and title of the appropriate 

Specification section, Drawing number and detail references, location(s) where 
product is to be installed, or other necessary information.

e. Label each submittal with the six digit Specification section number followed by a 
decimal point and then sequential number (e.g., 042000.01). On resubmittals, include 
alphabetic suffix after another decimal point (e.g., 042000.01.A).

f. Provide space on or beside the label or title block for the Contractor’s approval stamp 
and the action stamp of the Architect/Engineer.

3. Deviations: Highlight, encircle, or otherwise specifically identify deviations from the 
Contract Documents on submittals.

B. Shop Drawings: Prepare Project-specific information, drawn accurately to scale. Do not use 
reproductions of the Contract Documents or standard printed data.

1. Preparation: Fully illustrate requirements outlined in the Contract Documents. Include the 
following information, as applicable:
a. Dimensions, including notation of those established by field measurement.
b. Identification of products.
c. Fabrication and installation drawings.
d. Notation of coordination requirements.
e. Relationship to adjoining construction clearly indicated.

C. Product Data: Collect information into a single submittal for each element of construction and 
type of product or equipment.

1. Clearly mark each copy of the submittal to show which products and options are applicable. 
Delete information which is not applicable. Supplement standard information with project-
specific information.

2. Include the following information, as applicable:
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a. Manufacturer’s catalog cuts, product specifications, schematic drawings, installation 
instructions, and written recommendations.

b. Compliance with referenced standards.
c. Testing by recognized testing agency.

3. Submit the number of copies required by the Contractor plus two that will be retained by 
the Architect/Engineer, or digital file. Mark up and retain one returned copy as a Project 
Record Document.

D. Samples: Upon request, submit physical samples to illustrate functional and aesthetic 
characteristics of the product, for review of materials and workmanship, for compatibility with 
other elements, and for comparison with the actual installed elements. 

1. Samples shall be of sufficient size to show the general visual effect.
2. Include sets of at least three samples that show the full range of color, pattern, texture, 

graining, and finish.
3. Transmit samples that contain multiple, related components, such as accessories, together 

in one submittal package.
4. Identification: Attach a label on an unexposed side of each sample that includes the 

following:
a. Generic description of sample.
b. Product name, name of manufacturer, and sample source.
c. Number and title of appropriate Specification section.

5. Samples for Initial Selection: Submit two full sets of units or sections of units from the 
supplier’s product line, showing the full range of colors, textures, and patterns available. 
Architect/Engineer will retain one set and return one set with the options selected.

6. Samples for Verification: Submit full-size units or samples of the size indicated, prepared 
from the same material to be used for the Work, cured and finished in the manner specified, 
and physically identical with material or product proposed for use, and that show the full 
range of color and texture variations expected. 
a. Submit the number of samples required by the Contractor plus one that will be retained 

by the Architect/Engineer. Mark up and retain one returned sample as a Project Record 
Document.

7. Maintain approved samples at the Site, available for quality-control comparisons during 
construction. Samples may be used to determine final acceptance of construction 
associated with the sample.

1.3 SUBMITTAL PROCEDURE

A. Prepare and submit submittals required by individual Specification Sections. Types of 
submittals are indicated in individual Specification Sections.

B. Coordinate the preparation and processing of submittals with performance of construction 
activities.

1. Coordinate each submittal with fabrication, purchasing, testing, delivery, submittals 
requiring concurrent review, and related activities that require sequential activity.

2. Allow sufficient time for submittal and resubmittal review. Failure to provide sufficient 
time for submittal and resubmittal reviews will not be a basis for extension of the Contract 
Time.

C. Review Time:
1. Allow seven days for the review of each submittal and resubmittal.
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2. Allow additional time if coordination with subsequent submittals is required. The 
Architect/Engineer will advise the Contractor when the submittal being processed must be 
delayed for coordination.

3. Time for review shall commence when the Architect/Engineer receives the submittal.

D. Contractor Review:
1. Review each submittal, coordinate with other Work, and check for compliance with the 

Contract Documents. Verify field dimensions and conditions. Identify variations from the 
Contract Documents and product or system limitations that may be detrimental to the 
successful performance of completed Work. Note corrections.

2. Before submitting to the Architect/Engineer, stamp or electronically mark-up, with a 
uniform approval stamp, including the reviewer’s name; the date of Contractor’s approval; 
and a statement certifying that the submittal has been reviewed, checked, and approved for 
compliance with the Contract Documents.

3. Submittal Log: Maintain submittal log that lists submitted items per specification section. 
Record dates submitted, dates returned, and disposition of each item based on 
Architect/Engineer’s review. Submit final log showing approved materials at Substantial 
Completion.

E. Transmittal: Package each submittal individually and appropriately for transmittal and handling. 

1. Email Transmittal: Provide PDF transmittal. Include digital image file illustrating Sample 
characteristics, and identification information for record.

F. Architect/Engineer Action:
1. Architect/Engineer will not review submittals that are received from sources other than the 

Contractor or that do not bear the Contractor’s approval stamp, and will return them 
without action to the Contractor.

2. Architect/Engineer will review each submittal for conformance with the design concept of 
the Project and compliance with the Contract Documents. Architect/Engineer will make 
marks to indicate corrections or modifications required, and stamp or electronically mark-
up with an action stamp. The action stamp will include the reviewer’s name, date of review, 
and required Contractor action. Contractor actions may include making corrections or 
modifications to the submittal or resubmitting the submittal, or both.

G. Resubmittals: Make resubmittals in the same form and number of copies as the initial submittal.
1. Note the date and content of previous submittal.
2. Note the date and content of the revision in the label or title block and clearly indicate the 

extent of the revision and changes made.
3. Resubmit until the Architect/Engineer indicates that no resubmittal is required.

H. Distribution: Furnish final copies (paper or digital) to the Site file, record documents file, 
manufacturers, subcontractors, suppliers, fabricators, installers, public authorities having 
jurisdiction, and others as necessary for performance of construction activities. Show the 
distribution on the transmittal forms.

I. For construction, use only the final submittals with the Architect/Engineer’s action stamp.
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PART 2 - PRODUCTS - Not Used

PART 3 - EXECUTION - Not Used

END OF SECTION
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	00 11 16 - Invitation to Bid
	00 21 13 - Instructions to Bidders (AIA A701-1997) 7-12
	PART 1  GENERAL
	1.1 AIA document A701-1997
	A. Refer to AIA Document A701-1997, Instructions to Bidders. Free sample previews of the document are available at www.aiacontracts.org.
	B. Supplemental Instructions
	4.2.2.2 Use AIA Document A310-1970 or another pre-approved form for bid bond. Bid-bond surety company is subject to Owner’s approval.
	4.2.3.1 Bid security will be returned to all except three lowest bidders within three working days after bid opening.



	00 41 44 - Bid Form 
	The undersigned acknowledges receipt of:
	BIDDER'S RESUME

	The undersigned certifies that this proposal has been prepared under his personal supervision with his full knowledge.

	00 41 44 - Form of Proposal
	00 52 14 - Agreement Form (AIA A101-2017) 9-17
	PART 1  GENERAL
	1.1 AGREEMENT form
	A. Owner/Contractor Agreement form is AIA Document A101-2017, Standard Form of Agreement Between Owner and Contractor. Free sample previews of the document are available at www.aiacontracts.org.
	B. Terms Architect, Engineer, and Architect/Engineer are used interchangeably.



	00 60 11 - Bonds and Certificates 3-14
	PART 1  GENERAL
	1.1 Bonds and certificates
	A. Furnish the following with executed Owner-Contractor Agreement.
	B. Bond Surety Company shall be satisfactory to Owner.
	C. Include costs for bonds and insurance in Bid.
	D. Attorneys-in-Fact who sign bonds shall file with each bond a certified copy of their Power of Attorney, with effective date.



	00 72 00 - General Conditions (AIA A201-2017) 9-17
	PART 1  GENERAL
	1.1 General CONDITIONS
	A. General Conditions are AIA Document A201-2017, General Conditions of the Contract for Construction. Free sample previews of the document are available at www.aiacontracts.org.



	00 73 00 - Supplementary Conditions (AIA A201-2017) 12-17
	PART 1  GENERAL
	1.1 SUPPLEMENTary conditions
	A. The following supplementary conditions modify provisions of AIA Document A201-2017, General Conditions of the Contract for Construction. Free sample previews of the document are available at www.aiacontracts.org. Unaltered portions of General Conditions remain in effect.
	1.1.3.1 Furnish: Supply and deliver to Project site, ready for unloading, unpacking, assembly, installation, and similar operations.
	1.1.3.2 Install: Operations at Project site including unloading, temporarily storing, unpacking, assembling, erecting, placing, anchoring, applying, working to dimension, finishing, curing, protecting, cleaning, and similar operations.
	1.1.3.3 Provide: Furnish and install, complete and ready for intended use.
	1.1.3.4 Rules and Regulations shall include conventions and agreements within construction industry that control performance of Work.
	B. The following supplementary conditions modify provisions of AIA Document A101-2017 Exhibit A, Insurance and Bonds. Unaltered portions remain in effect.



	01 11 00 - Summary of Work-2016.04.15
	PART 1  - GENERAL
	1.1 SUMMARY
	A. Section Includes: Description of existing conditions and Contractor duties and use of premises.

	1.2 Owner/contractor agreement
	A. Perform Work under terms of A201 � General Conditions of the Contract for Construction, and Section 00 73 00 - Supplementary Conditions.
	B. Owner: Hoffman Estates Park District
	C. Architect/Engineer:  Wiss Janney Elstner Associates
	330 Pfingsten Road
	Northbrook, Illinois 60062

	1.3 contractor duties
	A. Except as specifically noted, provide and pay for:
	B. Comply with codes, ordinances, rules, regulations, orders, and other legal requirements of public authorities having jurisdiction, which bear on performance of Work.
	C. Enforce strict discipline and good order among employees. Do not employ unfit persons or persons not skilled in their assigned tasks.
	D. Provide 24-hour emergency contact information for Contractor and major subcontractors, including names and telephone numbers.

	1.4 Contractor USE OF PREMISES
	A. Confine operations at Site to areas permitted by law, ordinance, permits, and Contract Documents.
	B. Owner will occupy premises outside of Work area during construction period.
	C. Minimize interference with adjacent streets and walkways and adjacent facilities.
	D. Contractor shall have no additional storage or operational area outside of Work area, either inside or outside of building, except as approved in advance by Owner’s Representative.

	1.5 OWNER OCCUPANCY
	A. Owner will occupy the premises during entire construction period, with the exception of areas under construction. Cooperate with Owner during construction operations to minimize conflicts and facilitate Owner usage. Perform the Work so as not to interfere with Owner's operations. Maintain existing exits unless otherwise indicated.


	PART 2  - PRODUCTS - Not Used
	PART 3  - EXECUTION - Not Used

	01 20 10 - Contract Modification and Payment Procedures 7-12
	PART 1  GENERAL
	1.1 SUMMARY
	A. Section Includes: Administrative and procedural requirements for preparing, handling, and processing Contract modifications and Applications for Payment, including allowances, unit price Work, alternates, and product substitutions.

	1.2 unit price work
	A. Definition: Unit price, stated on the Bid Form, is the price per unit of measurement for materials and services for a specific Work activity. The Contract Sum may be increased or decreased by Unit Price adjustment, based on the difference between the estimated bid quantity and the actual Work quantity.
	B. Measurement Procedures:
	C. Payment Procedures:

	1.3 alternates
	A. Description of Alternates:
	B. Procedures:

	1.4 Substitution procedures
	A. Definitions:
	B. Submittals:
	C. Modify or adjust Work as necessary to integrate work of approved substitutions.

	1.5 contract modification procedures
	A. Minor Changes in Work: Architect/Engineer will issue supplemental instructions authorizing minor changes in Work, not involving adjustment to Contract Sum or Contract Time, on AIA Document G710, Architect’s Supplemental Instructions.
	B. Proposal Requests:
	C. Construction Change Directives:
	D. Change Order Procedures:

	1.6 payment procedures
	A. Schedule of Values:
	B. Applications for Payment:


	PART 2  PRODUCTS - Not Used
	PART 3  EXECUTION - Not Used

	01 30 00 - Administrative Requirements 7-12
	PART 1  GENERAL
	1.1 SUMMARY
	A. Section Includes: Project coordination and supervision, meetings, schedules, and photographic documentation.

	1.2 COORDINATION
	A. Project has special requirements for coordinating Work because of the following conditions.
	B. Provide supervision, planning, scheduling, and control to perform Work and meet requirements of Contract Documents.
	C. Notify the Owner’s Representative in writing 48 hours in advance of time when construction areas will be returned to the Owner for use or when new Work areas are required.
	D. Submit a building access plan to Owner’s Representative for review and written approval at least ten working days prior to its implementation. Include locations of temporary enclosures and storage.

	1.3 supervision
	A. Provide a project superintendent at the Site a minimum of eight hours per day during the progress of the Work. The superintendent shall be literate and fluent in English.

	1.4 MEETINGS
	A. General:
	B. Pre-Construction Meeting:
	C. Progress Meetings: Conduct progress meetings at regular intervals.

	1.5 schedules
	A. Prepare a construction schedule for the entire Work, including a complete sequence of construction by activity. The schedule shall be in the form of a horizontal bar chart, with a separate horizontal bar for each construction activity and the first workday of each week identified.
	B. Submit the construction schedule to the Owner’s Representative and Architect/Engineer within one week after the date of the Notice to Proceed.
	C. Update the schedule on a monthly basis or when actual construction progress deviates significantly from that shown on the current schedule.
	D. Distribute the current schedule to the job-site file, subcontractors, and other affected parties. Instruct parties to report any inability to comply and to provide a detailed explanation with suggested remedies.

	1.6 Photographic documentation
	A. Photograph existing conditions that are important to the construction or that deviate substantially from the Contract Documents; significant conditions that will be concealed by the Work; finish surfaces that might be misconstrued as damage caused by removal or other Work operations; and immediate follow-up when on-site events result in construction damage or loss.
	B. Within two days of taking photographs, submit the complete digital-image electronic file with image log to the Architect/Engineer and Owner’s Representative. Submit digital images exactly as originally recorded in the camera, without alteration, manipulation, editing, or modification.
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	01 33 00 - Submittal Procedures-2016.06.16
	PART 1  - GENERAL
	1.1 SUMMARY
	A. Section Includes: Administrative and procedural requirements for submitting shop drawings, product data, samples, and other submittals.

	1.2 submittals
	A. General:
	B. Shop Drawings: Prepare Project-specific information, drawn accurately to scale. Do not use reproductions of the Contract Documents or standard printed data.
	C. Product Data: Collect information into a single submittal for each element of construction and type of product or equipment.
	D. Samples: Upon request, submit physical samples to illustrate functional and aesthetic characteristics of the product, for review of materials and workmanship, for compatibility with other elements, and for comparison with the actual installed elements.

	1.3 SUBMITTAL PROCEDURE
	A. Prepare and submit submittals required by individual Specification Sections. Types of submittals are indicated in individual Specification Sections.
	B. Coordinate the preparation and processing of submittals with performance of construction activities.
	C. Review Time:
	D. Contractor Review:
	E. Transmittal: Package each submittal individually and appropriately for transmittal and handling.
	F. Architect/Engineer Action:
	G. Resubmittals: Make resubmittals in the same form and number of copies as the initial submittal.
	H. Distribution: Furnish final copies (paper or digital) to the Site file, record documents file, manufacturers, subcontractors, suppliers, fabricators, installers, public authorities having jurisdiction, and others as necessary for performance of construction activities. Show the distribution on the transmittal forms.
	I. For construction, use only the final submittals with the Architect/Engineer’s action stamp.
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