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REQUEST FOR QUALIFICATIONS/PROPOSAL (RFQ/P) 

FOR OWNER'S REPRESENTATIVE SERVICES 

 

Lyons Regional Library District 

P.O. Box 619 

Lyons CO 80540 

lyonslibrarydistrict@gmail.com. 

 

 1. INTRODUCTION 

 

 The Lyons Regional Library District ("District") is seeking an owner's representative firm 

to contract with the District for the planning, pre-construction, construction and post-occupancy 

phases of a new library/community resources center project (the "Project", as described further 

below).  This Request for Qualifications/Proposal ("RFQ/P") is issued to provide the selection 

process for owner's representative services for the Project.   No more than three qualified finalists 

will be requested to participate in interviews with the District Board of Trustees or a committee 

thereof.  At that stage of the selection process, finalists will be asked to include a fee proposal for 

the work as outlined in this RFQ/RFP. 

 

 2.  BACKGROUND 

 

 The District was formed in September, 2013 pursuant to the Colorado Library Law 

(C.R.S. Sec. 24-90-101 et seq.) and resolutions of the Town of Lyons, Boulder County and 

Larimer County governments.  The District includes about 3,700 residents in and around Lyons, 

Colorado and includes parts of both Boulder and Larimer Counties.  See map and additional 

information at http://lyons.colibraries.org/ .  The District was formed to improve library facilities 

and services, replacing a small, antiquated library operated since 1976 by the Town of Lyons. 

 

 The District is funded by a property tax mill levy (5.85 mills) approved by District voters 

in November, 2014.  An initial funding vote narrowly failed in November 2013 in the aftermath 

of catastrophic flooding in the Lyons area in September 2013.  The District's 2014 property tax 

base is $60.3 million in assessed value, a decrease from $65.1 million in assessed value in 2013, 

with the decrease attributable to flood-related devaluations. 

 

 The District's 2015 projected annual tax revenue is $351,321, down from approximately 

$380,000 projected when the District was formed in September, 2013, again due to flood-related 

devaluations.  Colorado property values are redetermined every two years, with 2015 being a 

redetermination year.  Values assessed by the two counties in 2015 will be a key factor in 

formulating plans for a new library/community resource center.  Although a capital campaign 

and foundation grants will be used to supplement tax funding for the new facility, tax revenue is 

the primary source of financing the Project. 

 

mailto:lyonslibrarydistrict@gmail.com
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 The District is governed by a volunteer seven-member board of trustees appointed by the 

Town of Lyons, Boulder County Commission and Larimer County Commission.  On July 1, 

2015, the District anticipates assuming responsibility for operating the Lyons library, with such 

responsibility (along with library materials and equipment) being transferred from the Town of 

Lyons.  A new library director (Katherine Weadley) has been hired, with additional staff to be 

retained after July 1.  The District's legal counsel is the Lyons, Gattis firm of Longmont – 

www.lgkhlaw.com . 

 

 The library is currently located in temporary, rented space at 405 Main Street in Lyons 

while the prior library facility (the historic 1885 Lyons Depot and adjacent non-historic baggage 

building) are being rehabilitated after suffering damage in the 2013 flood.  It is anticipated that 

the new library facility will be constructed nearby, on the same property as the Depot.  The 

Depot, which is listed on the National Register of Historic Places, will be preserved, but the 

adjoining non-historic baggage building will likely be moved or demolished.  The property is not 

in the 100-year floodplain.  An IGA with the Town of Lyons provides for a 50-year lease of the 

Depot property at $1/year to the District.  The IGA also provides for use of a completed parking 

lot in the same block, also owned by the Town but currently leased to the Denver RTA for 

weekday use through July 2019.  It is anticipated that the District's new library facility will be 

able to utilize that parking lot, eliminating or minimizing the need to construct new parking 

areas. 

 

 While the Colorado State Historic Fund, which provided substantial grant funding for the 

historic Depot rehabilitation, has the right to review improvements on the Depot property, the 

proposed new library facility will not be physically adjoined to the old Depot, although it may be 

connected in some manner (e.g., a walkway).   

 

 3.  PROJECT DESCRIPTION 

 

 A 2012 needs/feasibility study conducted for a predecessor Steering Committee by Thorp 

Associates, P.C. of Estes Park (the "Thorp Study") determined that approximately 6,500 square 

feet of space would be necessary to accommodate the projected needs of the Greater Lyons 

community, depending on the size of multi-use/meeting space. Lyons has no community center, 

so a "new library" is planned to include community center-type features, such as meeting rooms.  

The existing facility is about 1,100 square feet, approximately 600 of which are in the historic 

Depot portion.  The new facility was therefore originally anticipated to be around 6,000 square 

feet.  Copies of the Thorp Study are available upon request. 

 

 Prior to the 2013 flood, Lyons' population was approximately 2,100.  Lyons lost 

approximately 10% of its housing stock and population in the 2013 flood, with some additional 

losses in portions of the District outside Town limits.  Although recovery is underway and 

property values in the area are generally increasing, the declines in both population and property 

tax base (and therefore revenue) may necessitate re-evaluating community needs and possibly 

http://www.lgkhlaw.com/
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downsizing the proposed new facility.  Obtaining updated community input on space needs is 

therefore part of the scope of services included in this RFQ/P. 

 

 The District has no in-house technical staff and has just begun the process of hiring 

library operations staff.  The District Board will therefore be relying upon an owner's 

representative for advice in facility size planning, cost estimation, financing requirements, 

architect/contractor bidding, retention and supervision through the time of occupancy.  Included 

in such services will be assisting the District in applying for construction and permanent loans 

needed to build the new facility.  Construction financing is being considered from two possible 

sources:  (1) the private sector, through bonds, certificates of participation or other forms of 

borrowing, or (2) a United States Department of Agriculture small community development loan, 

which would be a take-out loan of interim construction financing likely provided by a 

commercial lender.  To obtain financing, it is likely that a vote will be needed to specifically 

designate a portion of the District's tax mill levy to debt service and repayment. 

 

 3.  SCHEDULE 

 

 This schedule is provided for potential candidates' information and is expressly subject to 

change: 

 June 18, 2015; 10:00 a.m. – Pre-submittal meeting 

 June 19, 2015; 4:00 p.m. – RFQ/P submission deadline 

 June 23, 2015 --– Issue interview invitations to highest-rated candidates 

 July 10, 2015 – Interviews to be completed 

 July 14, 2015 – Top candidate notified of selection 

 July 19, 2015 – Complete negotiations with candidate(s) 

 July 22, 2015 – Notify unsuccessful candidates; announce selection 

 August 8, 2015 – Finalize contract 

  

 

 4.  QUALIFICATIONS FOR OWNER'S REPRESENTATIVE 

 

 Qualifications identified below should be considered the minimum experience and 

training for successful candidates.  Supporting documents should demonstrate the experience of 

proposed team members likely to be assigned to the Project. 

 

 a.  Completion of at least three (3) projects of similar scope and size within the past five 

(5) years. 

 

 b.  History of successfully working with library districts, other Colorado special districts, 

or municipal or county governments in the planning, design and construction phases of facilities 

used by the public and constructed with tax dollars. 
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 c.  In-house expertise sufficient to work with and supervise architects, contractors and 

engineers on projects of similar scope and size.  Identify individuals who will be a part of the 

team providing services for the Project and provide their resumes, including education, 

professional licenses, job titles, specific roles in past projects, and projected role in this Project. 

 

 d.  Design/build or other collaborative experience:  The District anticipates using a 

multidisciplinary collaborative project approach to decrease total project completion time and 

ensure budget compliance.   

 e.  Experience in working with government clients to obtain construction and permanent 

financing for projects. 

 

 f.  References:  contact information for a minimum of three (3) references for whom the 

candidate has performed owner's representative work within the past five (5) years. 

 

 g.  Pre-submittal conference:  A mandatory pre-submittal conference will be scheduled in 

Lyons to ensure that firms considering submittals will be provided  relevant information and 

discuss issues with District representatives. 

  

 h.  Insurance:   

 

 General Liability: Candidate firms must provide evidence of currently-in-place general 

liability insurance of minimum $1,000,000 per occurrence and $2,000,000 aggregate.  If selected 

for this Project, the policy shall add the District, its officers and its employees as additional 

insured with primary coverage and shall contain a severability of interests provision.  

 

 Vehicles:  Comprehensive vehicle liability insurance with minimum combined single 

limits for bodily injury and property damage of at least $150,000 per person in any one 

occurrence and $500,000 for two or more persons in any one occurrence, plus auto property 

damage insurance of at least $50,000 per claim, with respect to each owned or hired vehicles 

assigned to or used in performing the Project.  If selected for this Project, the policy shall add the 

District, its officers and its employees as additional insureds with primary coverage and shall 

contain a severability of interests provision. 

 

 Workers Compensation – as required by Colorado law.  If self-insured, evidence of 

qualified status must be submitted. 

 

 Professional Liability – Minimum combined single limits of $1,000,000 per claim and 

$1,000,000 aggregate.  If subcontractors providing architectural, engineering or other services 

subject to state licensure requirement are to be used on the Project, evidence of such minimum 

coverages is also required. 

 

 5.  PROPOSAL REQUIREMENTS 
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 The following items are to be included in the proposal: 

 

 a.  A cover letter of no more than two (2) pages expressing reasons for interest in the 

Project, company history (including summary of any library or community center-related work), 

and distinguishing characteristics of your firm. 

 

 b.  Professional qualifications and experience of individuals comprising the project team. 

 

 c.  Identify individual(s) who will be primary contact(s) and their contact information. 

 

 d.  Identify firm organizational structure and ownership. 

 

 e.  Describe experience in gathering community input into scope of public buildings. 

 

 f.  Describe the firm's capacity to perform and complete the various phases of this project, 

based on the number and scope of projects your firm currently has under contract or in 

negotiation. 

 

 g.  Identify any particular aspects of the owner's representative responsibilities for the 

proposed project that your firm anticipates subcontracting out, including architectural, 

engineering, or accounting services. 

 

 h.  Describe any experience your firm has had in working with clients to develop 

construction and permanent financing proposals for presentation to potential lenders. 

 

 i.  Describe your firm’s participation in design/build or other collaborative processes as 

well as what your firm perceives to be the benefits and risks of a combined design and build 

project and how your firm's approach to such a project differs from a standard project done in 

consecutive phases. 

 

 

 j.  Describe any system(s) your firm uses to develop and manage a master budget and 

schedule for a project of this size and to report to the project owner (the District) on budget and 

schedule compliance during the project, including advising the District regarding draw requests 

during construction. 

 k. Describe your firm’s process for minimizing the District’s risk throughout the project. 

 

 l.  Describe your firm's typical on-site visitation/supervision presence during the 

construction phase of similar projects and how the Project in Lyons may differ from such 

approach. 
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  m.  Provide the following information regarding similar projects (library, community 

center, recreation center, town hall or other public buildings within a $1 million - $10 million 

budget range) completed in the last five years: 

 

 (i) Location 

 (ii) Owner/developer 

 (iii) Size in square feet 

 (iv) Completed construction cost 

 (v) Construction start and completion dates 

 (vi) Method of construction delivery 

 (vii) Architect and general contractor, including email and telephone numbers 

 (viii) Primary staff contact from your firm 

 

 n.  Describe your firm's process for encouraging high safety standards on construction 

sites. 

 

 o.  List any lawsuits, arbitration cases or claims currently pending or resolved within the 

past three (3) years regarding projects involving your firm. 

 

 6.  SCOPE OF SERVICES 

 

 The owner's representative selected for the Project is expected to act on the District's 

behalf in overseeing the project through planning, design, construction and into occupancy.  The 

candidate's proposed scope of services should include, but is not limited to, each item listed in 

Exhibit A.  If there are additional items your firm considers necessary for the Project that are not 

included in Exhibit A, please identify them and state how the addition of such item would affect 

staffing levels and fees.  If there are items in Exhibit A your firm considers unnecessary for the 

Project or that are not within your firm's capabilities, please identify them and state reasons for 

their possible exclusion. 

 

 7.  PROPOSAL INSTRUCTIONS 

 

 a.  Pages in the proposal should be typed with the maximum number of pages (excluding 

cover sheet, index sheet, blank pages, table of contents) limited to 40 pages, numbered 

sequentially. 

 

 b.  Sealed proposals must be delivered to the District by 4:00 p.m. on June 19, 2015.  

Proposals received after such date and time will not be considered unless no other acceptable 

proposals are received.  The District is under no obligation to return late-received proposals. 

 

 c.  Please submit eight (8) hard copies of the proposal.  Proposals should be in 8.5" X 11" 

format, mailed to: 
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 Lyons Regional Library District 

 P.O. Box 619 

 Lyons CO 80540 

 

 Street address for hand or courier delivery:  405 Main Street, Lyons CO 80540.  Please 

note that the U.S. Postal Service does not deliver to this street address. 

 

 d.  Submit an electronic copy of the proposal in pdf format to 

lyonslibrarydistrict@gmail.com. 

 

 e.  Questions and inquiries regarding the Project should be directed to 

lyonslibrarydistrict@gmail.com. 

 

 8.  PROCESS AND CRITERIA FOR EVALUATING QUALIFICATIONS  

      AND PROPOSALS 

 

 The selection process will consist of two phases, followed by negotiations with the 

highest-ranked firm. 

 

 Phase 1 – RFQ/P Review 

 

 The District's Selection Committee will evaluate and score RFQ/P submittals based on 

the criteria listed below: 

 

 (1) Letter of interest and RFQ/P – How complete and well-written were the letter of 

interest and RFQ/P response?  Was the RFQ/P well-organized, with complete responses to the 

information requested? – 10 points 

 

 (2) Experience and Qualifications – Do the firm's experience with similar projects (with 

particular emphasis on libraries and community centers), qualifications and background of key 

personnel, and comprehensiveness of approach to the Project indicate an ability to successfully 

meet the District's needs? – 30 points 

 

 (3) Scope of Services – Has the candidate affirmed each of the District's requirements for 

the Project and demonstrated a clear understanding of the District's needs and clear direction 

toward completing the scope of work?  -- 25 points 

 

 (4) Schedule – Does the candidate have the ability to complete the tasks within the 

indicated timeframe?  Has the candidate submitted a complete and understandable schedule? – 

15 points 

 

mailto:lyonslibrarydistrict@gmail.com
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 (5) References – Has the candidate provided a comprehensive project list with contact 

information for projects completed within the last five years?  Have other project owners 

developers verified the candidate's qualifications and performance standards? – 10 points 

 

 (6)  Interview – How well did the candidate present information and respond to questions 

at the interview described below?  -- 10 points 

 

 Phase 2 – Interview 

 

 Interview invitations will be sent to the three (3) candidates with the highest RFQ/P 

submittal scores on parts (1) – (5) of the scoring procedure, as outlined above.  Invitations will 

explain the interview format, date, time and location.  The purpose of interviews is to ensure a 

full understanding of RFQ/P responses and introduce key members of the candidates' teams to 

Selection Committee members.  Other District Board members may also elect to attend the 

interviews, in which case the interview will be posted as a public meeting pursuant to Colorado 

law.  No person other than District Board or Selection Committee members will be permitted to 

ask questions at any interview. 

 

 The District Selection Committee will proceed with qualification-based selection and will 

review the highest-ranked firm's fee after interview rankings are complete.  

 

 Negotiations – If the highest-ranked firm's fee exceeds the District's budget for owner's 

representative services, the District may attempt to negotiate the terms of the firm's possible 

retention.  If negotiations with the highest-ranked firm are unsuccessful, the District reserves the 

right to negotiate with the next highest-scoring candidate.  If negotiations with that candidate are 

also unsuccessful, the District reserves the right to negotiate with the third highest-scoring 

candidate.  If a final selection is made, the District will provide a summary of scores and a 

written indication of the decision that has been made to each candidate. 

 

 10.  FEE PROPOSAL 

 

 Candidates invited to an interview as indicated above shall prepare a detailed fee 

proposal including the items set forth below.  The fee proposal is to be submitted in a sealed 

envelope prior to the start of the candidate's interview.  Failure to provide a fee proposal 

addressing each item listed below may result in disqualification of the firm from the RFQ/P 

process. 

 

 Fee proposals shall include the following: 

 

 -- Lump sum fee 

 -- Detailed statement of work 

 -- Confirmation that all scope items from the RFQ/P will be addressed 

 -- Any exclusions with explanations 
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 -- Break out of fee by phase 

 -- Number of hours anticipated by phase 

 -- Number of people anticipated by phase 

 -- Breakout of anticipated reimbursables included in the lump sum fee proposal 

 -- Current hourly rate for all personnel anticipated to be involved in the Project 

 -- Breakout of fees for any non-required scope proposed 

 -- Specific identification and description of any clarifications or exclusions related to the     

     proposed fee 

 

 The negotiated fee is anticipated to include all costs including reimbursables for the 

project, resulting in a "lump sum" contract. 

  

 

 11.  RESERVATIONS OF RIGHTS 

 

 The District reserves the right to select any or reject any and all proposals, as may be in 

the District's best interest.  The District also reserves the right to pre-qualify and invite for an 

interview any or all candidates or reject any or all candidates as unqualified, including without 

limitation the right to reject any or all nonconforming, nonresponsive, unbalanced, or conditional 

qualifications.  The District also reserves the right to re-solicit proposals and the right to waive 

all informalities not involving price, time or changes in the work. 

 

 The District has the sole right to determine which proposal is in its best interest.  The 

District further reserves the right to cancel or amend this Request at any time and will notify all 

candidates accordingly. 

 

 12.  COST OF PROPOSALS 

 

 Expenses incurred in preparing proposals in response to this RFP/Q are the sole 

responsibility of candidates submitting proposal.  The District assumes no responsibility for 

payment of any expenses incurred by any candidate submitting a proposal, including without 

limitation travel or meal costs for any meetings with District representatives during the selection 

or negotiations process. 

 

 13.  MODIFICATION AND WITHDRAWAL OF PROPOSALS 

 

 Candidates may modify or withdraw proposals up to the date and time designated for 

receipt of proposals, provided that any modified proposals must conform with the RFQ/P.    If 

within 24 hours after proposals are opened any candidate provides written notice to the District 

and promptly thereafter demonstrates to the reasonable satisfaction of the District that there was 

a material and substantial mistake in preparing its proposal, that candidate may withdraw its 

proposal.  It shall be within the complete discretion of the District whether such candidate may 
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be allowed to resubmit its proposal.  Proposals shall remain open for 45 days after the day of the 

proposal opening. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Exhibit A – Scope of Services 

 

General Items 

 

 1.  Project oversight – Serve as the single point of contact for the District.  The primary 

role is to provide oversight and coordination of the project from the District's perspective to 

effectively balance costs, time and quality. 

 

2.  Financing – Work with the District to obtain construction and permanent financing, 

including assisting the District in preparing loan application documents and forms.  If the District 

retains an investment banking firm, work with the District and that firm with respect to proposed 

financing. 

 

 3.  Online project management – Develop and maintain an online system for managing the 

project, including maintaining accurate archive files for owner records.  Upon completion, submit 

an archived disc or other means of storing digital documents. 

 

 4.  Communications  – Provide a monthly status report to the District.  Attend meetings (no 

more than one per month) of District Board or Facilities Committee.  Attendance at such meetings 

may be by conference call or Skype (or similar service) by mutual agreement. 

 

 5.  Legal – Coordinate with the District's legal counsel on legal aspects of the Project and 

major Project-related decisions 

 

 6.  Communications flow – Develop a communication organization chart for 

communication flow and decision-making. 
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 7.  Master Budget – Prepare overall project budget, including hard and soft costs.  

Generate and track budgets by project and by total.  Establish a process by which changes can be 

priced, submitted, reviewed and added or subtracted from the project cost.  Review and submit, 

with recommendations, all requests for payment under vendor agreements, provided that all such 

payments shall be subject to District approval.  Update the project budget regularly and provide 

monthly status reports.  Coordinate with District's financial professionals on budget matters.  

Consider hard and soft costs (i.e., construction, design, management, testing, furnishings, 

equipment, permitting, connection fees, contingency funds, etc.) 

 

 8.  Suggested changes – Submit to the District suggestions for changes that could 

improve the design or reduce costs. 

 

 9.  Schedule – Prepare a comprehensive project schedule, update the project schedule 

regularly and include with monthly status reports. 

 

 10.  Outside entity liaison – Act as liaison between the District and entities involved in 

the planning, financing and building process, including assisting in obtaining building permits, 

other governmental approvals, authorizations and sign-offs as necessary for the design, 

construction and operations of the project.  Meet with fire departments, telecommunications 

providers, and utilities providers with respect to design and construction. 

 11.  Code compliance – Work with design team to meet current state, county and local 

codes.  Monitor compliance with schematic design, design development and construction 

document checklists.   

 

 12.  Building inspections – Work with general contractor and design team to obtain 

compliance with required inspections.  Submit and record final documentation.  Obtain and track 

building inspection authorizations. 

 

 13.  Notices to proceed – Issue notices to proceed on appropriate phases when all 

necessary requirements have been met. 

 

 14.  Notice of substantial completion – Issue notices of substantial completion 

  

 15.  Notices of approval of occupants/use – Issue notices of approval of occupants/use 

 

 16.  Notices of final acceptance – Issue notices of final acceptance 

 

 17.  Records management – Maintain appropriate confidentiality and comply with open 

records process, given the District's status as a governmental entity. 

 

Planning Phase 
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 1.  Public input/information -- Work with the District to gather community input and 

make public presentations with respect to facility space and usage needs and desire.  Public 

presentations to be limited to no more than one per month and six total. 

 

 2.  Project scope and budget – Work with the District to refine the scope of work and 

project size to be within the District's budget, taking into account public input and community 

needs and desires. 

 

 3.   Site review – Review the proposed facility site (Depot property) to identify any 

previously-unidentified impediments to proceeding with construction on such site. 

 

 4.  Cash flow projection – Produce a project cash flow projection using an estimated 

construction budget consistent with the District's revenue receipts and borrowing capacity. 

 

 Procurement Phase  

  

 1.  Architect, General Contractor, Engineer – Assist District in preparing requests for 

qualifications and requests for proposals for architectural, engineering and general contractor 

services.  Review proposals and provide supplement information.  Attend interviews.  Negotiate 

contracts. 

 

 2.  Other Professional Procurements – Assist District as requested in procuring services 

of the following professionals, if necessary for the Project, and manage such professional 

services through completion of Project: 

 

 a.  Surveyor  (No land purchases or rezoning anticipated) 

 b.  Material Testing Consultant 

 c.  Geotechnical Consultant 

 d.  Hazardous Materials Analysis Consultant 

 e.  Hazardous Materials Abatement firm 

 f.  Environmental Study firm 

 g. Test and Balance firm 

 h.  Data Cabling consultant 

 i.   Telecommunications Consultant 

 j.   Technology Consultant 

 k.  Signage firm 

 l.   Rodent removal firm 

 m.  LEED consultant, if LEED certification is pursued 

  

 3.  FF&E – Work with District and design team to manage procurement, installation and 

punchlist of FF&E for new facility. 
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 4.  GMP Pricing Review – Coordinate with General Contractor during design and 

construction phases to review final GMP, including reviewing subcontractor bids. 

 

Design Phase 

 

 1.  Programming – Work with design team to set up, manage and finalize programming 

documentation and goals, including programming meetings, reviews with District and 

confirmation of final documents. 

  

 2.  Insurance – Confirm proper insurance documents are issued and received prior to 

initial payment. 

 

 3.  Schematic Design – Review design documents for conformance to District's program 

and state Project objectives. 

 

 4.  Sustainability – Facilitate and monitor incorporation of sustainable building initiatives 

into Project at a level and cost deemed appropriate by District. 

 

 5.  Meetings – Represent District in meetings related to design issues. 

 

 6.  Document Review – Review design documents and offer suggestions that represent 

the District's interests.  Review construction documents for technical accuracy in conjunction 

with design team and conformance to building program, District's objectives and code 

requirements. 

 

 7.  IT Coordination – Facilitate coordination between IT personnel and required design 

team members. 

 

 8.  Additional Service Requests – Evaluate and advise District about additional service 

requests made by design team and vendors. 

 

 9.  Product & Equipment Selection – Review product selection with District for ease of 

maintenance, warranties/environmentally responsible products and work with maintenance 

personnel to standardize equipment and construction materials in the design process. 

 

 10.  Payments – Review applications for payment and prepare monthly draw request for 

District. 

 

 11.  Interior – Review interior design of building and oversee that District's decisions are 

implemented. 
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 12.  FF&E – Work with design team to establish FF&E design and review contract 

documents.  Provide recommendations on FF&E drawings submitted by vendors to determine 

conformance with District's objectives. 

 

 13.  Estimation – Oversee design estimates and monitor that Project is within budget 

prior to proceeding to next design phase. 

 

 14.  LEED – Advise District with decisions regarding LEED certifications, including cost 

estimates.  Coordinate with design team to provide possible Innovation Credits, including 

educational credits, as needed. 

 

 15.  Tours – Tour other library facilities as necessary to understand design options. 

 

 16.  Value Engineering – Suggest to District ideas or changes that may improve design or 

reduce costs. 

  

 

Construction Phase 

 

 1.  GMP – Participate in receipt and tabulation of bids used to generate final GMP and 

assist design team and District in evaluating bids. 

 

 2.  Alternatives – Evaluate alternatives to be considered for incorporation into final 

Project. 

 

 3.  Permitting – Work with team to obtain required permits for Project. 

 

 4.  Insurance – Work with general contractor to establish proper documentation related to 

bonds and insurance. 

 

 5.  Meetings – Attend weekly OAC meetings.  Review weekly minutes for accuracy 

(including but not limited to construction progress, costs, schedule and outstanding issues.  Serve 

as distributor of progress reports. 

 

 6.  Design Team – Monitor construction phase activities of design and engineering firms, 

including (a) technical review and approval of materials submittals and samples, (b) resolve 

technical questions arising during construction,, (c) review and provide opinions on change 

orders subject to District approval, and (d) provide field reports. 

 

 7.  Records – Maintain District's copies of records and permanent project files of 

necessary design and construction-related communications, including periodic construction 

progress photographs. 

 



 15 

 8.  District Guidance – Resolve questions asked of District during construction. 

 

 9.  Observation – Monitor that contract terms are enforced.  Monitor construction 

progress to determine compliance with drawings and specifications. Coordinate documenting 

and photographing of progress. Provide observations regarding quality of workmanship and 

conformity to plans and specs. 

 

 10.  Safety – Monitor compliance with all federal, state, and local requirements (not 

limited to OSHA, EPA and LEEO). 

 

 11.  Staging – Assist with placement of construction trailers, fences, signage, staging 

areas and construction traffic zones. 

 

 12.  Updates – Advise District on construction costs, schedule, coordination and District 

occupancy.  Notify District of deviations from project progress or budget. 

 

 13.  Material Testing – Verify and document that inspections and testing reports take 

place as required.  Review reports and monitor that deficiencies are addressed. 

 

 14.  Corrective Measures – Address corrective measures as to any non-conforming 

workmanship per contract documents as identified by architect or contractor.  Notify District of 

work not conforming to contract documents and advise District on methods to resolve issues. 

 

 15.  Change Orders – Assist District in reviewing pending change orders.  Resolve 

disputes or claims related to approval or denial of change order. 

 

 16.  Master Budget – Review appropriateness of each pay application with design team 

and track that lien/claim releases are executed and included with all pay applications and that all 

disputes are claims are resolved prior to approval of pay application. 

 

 17.  IT – Assist with scheduling and implementation of technology and security as it 

applies to the Project 

 

 18.  Davis-Bacon  – If project requires Davis-Bacon prevailing wages, monitor 

compliance with Davis-Bacon requirements, including without limitation providing in a timely 

manner all back-up documentation, recordkeeping, certified payrolls, posting, interviews, staff 

updates, etc. 

 

 Close Out, Move In, Post Construction Phase 

 

 1.  Move Coordination – Coordinate moving of new/old/stored furnishings, equipment 

and materials into completed facility. 
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 2.  FF&E – Coordinate delivery and installation of District-purchased items including but 

not limited to FF&E. 

 

 3.  Punch List – Schedule and assist District in developing punch lists for Project 

completion and attend all walk-throughs. 

 

 4.  Training – Manage coordination and attend training of staff on all systems, including 

but not limited to mechanical, lighting, security and new equipment. 

 

 5.  Stock Material – Coordinate transfer of stock supplies of Materials to District as 

indicated in specs or construction agreement. 

 

 6.  Close Out Documentation – Assist District in collecting all close-out documents and 

acceptance of punch lists, operational/maintenance manuals/warranties, copies of construction 

drawings (including any as-builts or markups by contractor during construction), specifications, 

shop drawings, construction directives, photos and videos. 

 

 7.  Final Budget – Provide description of final budget with record of expenditures.  Assist 

District in acceptance and issuance of final pay application and verify that advertising for final 

payment has been completed. 

  

 8.  Certificate of Occupancy ("CO") – Oversee that all third party inspections are 

complete and all violations are corrected to allow issuance of final CO.  If inspections are not 

complete and building requires immediate occupancy and appropriate inspections indicate there 

are not life safety issues and a temporary CO is issued, ensure that within 90 days of issuance all 

inspections are complete to obtain a final CO or renewal of the temporary CO. 

 

 9.  Project Review – Initiate and participate in a team evaluation of the process and final 

product, including lessons learned for all participants. 

 

 10.  Project Commissioning – Monitor final commissioning process with project team. 

 

 11.  Final Reports & Documentation – Submit a final report, archive online 

documentation 

 

  

 Warranty Period Phase 

 

 1.  11-month Walk-through – Schedule and attend the 11-month warranty walk-through 

with the design team. 
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 2.  Warranty Items – Assist District with building or FF&E issues/complaints and 

determine steps necessary to address such items.  Address warranty items to confirm 

requirements of warranties are met. 

 

 Grant Writing 

 

 Research and assist District in applying for grants or programs to supplement and 

enhance the planning, design, program development and construction. 

  

 

  

 

 

 

 

 

 

 

  

  

 

  

 

  


