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SECTION 01 26 13
REQUEST FOR INFORMATION (RFI)
PART 1 = GENERAL ..t e s b e e b e s b e s b e s s b e e s b e s s R b e s be s e a e s s be e st e s s be s e be s sabeeans 1
LU1o SUMMARY Lot e e e h e b e a e b e ae e be b et nreen 1
1.2, RELATED SPECIFICATIONS ...ootiiiitiiti ittt et b sa e b b et be b saa e s b s be e b eane st ens 1
1.3, PERFORMANCE REQUIREMENTS. ..ottt st b s et b s eae e st ebe b eane st e 1
B O 1 I I NS U L 1
N Il o 0 11U RO 1
2.1.  REQUEST FOR INFORMATION FORM ....oiiuiiiiitiiiiitiiiiciici ettt sa et sa et a e sae e 1
PART 3 = EXECUTION ...ttt et a e e h e b e b e e bbb e b e b e b s he e e s e be et sa s e b e ebe et e ebs et s ebeebeeas 1

3.1, CONTRACTOR INITIATED RFI..cuiiiiiiitiiiiiiiiiiiic ettt s bbb sba e b e s saae e
3.2, RFIRESPONSES........ccueeunne
3.3.  COMMENCEMENT OF WORK RELATED TO AN RFI

PART 1 — GENERAL

1.1. SUMMARY

A. Contractors shall use the RFI form/process to request additional information or clarification regarding the
construction documents.
B. Form will be provided by CPM.

1.2.  RELATED SPECIFICATIONS

A. Section 01 26 46 Construction Bulletin (CB)
B. Section 01 26 57 Change Order Request (COR)
C. Section 01 26 63 Change Order (CO)

1.3. PERFORMANCE REQUIREMENTS

A. RFI issues initiated by any contractor shall be done through the General Contractor (GC).
1. RFIs submitted by any Sub-contractor under the GCs control shall be returned with no response.
B. Submit a new RFI for each issue. Only multiple questions that are of a similar nature may be combined into one

RFI shall be allowed and responded to.

1.4. QUALITY ASSURANCE
A. The GC shall be responsible for all of the following:

1. Ensure that any request for additional information is valid and the information being requested is not
addressed in the construction documents.
2. Ensure that all requests are clearly stated and the RFI form is completely filled out.
3. Ensure that all Work associated an RFI response is carried out as intended.
B. The Project Engineer (PE) shall be responsible for the following:
1. Ensure that all responses to contractor initiated RFIs are properly responded to in a timely fashion.
a. The CPM, Owner, consulting staff, and other City staff shall be responsible for the initial review of

the RFI. The PE shall be responsible for codifying all consultant and Owner/City staff comments
into a unified RFl response.

PART 2 — PRODUCTS

2.1. REQUEST FOR INFORMATION FORM
A. Will be provided by CPM.

PART 3 - EXECUTION

3.1. CONTRACTOR INITIATED RFI
A. Immediately on discovery of the need for additional information or interpretation of the Contract Documents
any contractor may initiate an RFI for additional information or clarification through the GC.

MALL/CONCOURSE MAINTENANCE PROTECTIVE
FLOORING REPLACEMENT
CONTRACT NUMBER 9429 MUNIS NUMBER 13371 012613-1 REQUEST FOR INFORMATION (RFI)
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3.2.  RFI RESPONSES

A. Responses to simple RFl issues shall use the response section of the RFI form and shall be completed within five
(5) working days of the RFI form being submitted.
B. Responses to more complex issues may require additional time or may require a Construction Bulletin to be

published. The initial RFI shall be responded to within five (5) working days stating that the RFl is being
reviewed and provide an estimated date for the response.

C. The following GC generated RFIs will be returned without action:

Requests for approval of submittals

Requests for approval of substitutions

Requests for approval of Contractor’s means and methods.

Requests for coordination information already indicated in the Contract Documents.

Requests for adjustments in the Contract Time or the Contract Sum.

Requests for interpretation of A/E’s actions on submittals.

Incomplete RFI or inaccurately prepared RFI.

NouhkwdNeE

3.3. COMMENCEMENT OF WORK RELATED TO AN RFI

A. The GC shall only proceed with the Work of an RFl where, additional information is not required.

B. The GC shall not proceed with any Work associated with an RFl while it is under review.

C. The GC shall not proceed with any Work associated with an RFI that clearly states a CB will be issued in response
to the RFI.

D. The GC will be required to immediately remove and replace unauthorized Work and all costs required to

conform to the Contract Documents shall be borne by the GC.

END OF SECTION

MALL/CONCOURSE MAINTENANCE PROTECTIVE
FLOORING REPLACEMENT
CONTRACT NUMBER 9429 MUNIS NUMBER 13371 012613-2 REQUEST FOR INFORMATION (RFI)
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SECTION 01 26 46
CONSTRUCTION BULLETIN (CB)
PART 1 = GENERAL ..ot s b e e b b e b e s b e e b e e s b e e e e b e s s R b e s b e s e e e s s ae s sab e s s ba e e ae s eaaeeans 1
LU1o SUMMARY Lot e e e h e b e a e b e ae e be b et nreen 1
1.2, RELATED SPECIFICATIONS ...ootiiiitiiti ittt et b sa e b b et be b saa e s b s be e b eane st ens 1
1.3, PERFORMANCE REQUIREMENTS. ..ottt st b s et b s eae e st ebe b eane st e 1
B O 1 I I NS U L 1
N Il o 0 11U RO 2
2.1, CONSTRUCTION BULLETIN FORM ...oouiiiiiiiiiiiiiiii ittt sr et b et sb e sa e b enn e sae e 2
PART 3 = EXECUTION ...ttt et a e e h e b e b e e bbb e b e b e b s he e e s e be et sa s e b e ebe et e ebs et s ebeebeeas 2

3.1, WRITING THE CONSTRUCTION BULLETIN ...cotiiiiiiiiiiiiiiiii ittt ae s
3.2, EXECUTING THE CONSTRUCTION BULLETIN..

PART 1 — GENERAL

1.1. SUMMARY
A. Construction Bulletins (CB) are formal published construction documents that modify the original contract bid
documents after construction has commenced. CBs may be published for many reasons, including but not
limited to the following:

1. Clarification of existing construction documents including specifications, plans, and details
2. Change in product or equipment
3. A response to a Request for Information
4, Change in scope of the contract as either an add or a deduct of work
B. CBs provide a higher degree of detail in response to a Request for Information (RFI) through directives, revised
plans/details, and specifications as necessary.
C. The CB may change the original contract documents through additions or deletions to the Work.
D. Where the directives of a CB are significant enough to warrant a Change Order Request (COR) the GC shall use all

information provided in the CB to assemble all required back-up documentation for additions and deletions of
materials, labor and other related contract costs for the COR.

1.2.  RELATED SPECIFICATIONS

A. Section 01 26 13 Request for Information (RFI)
B. Section 01 26 57 Change Order Request (COR)
C. Section 01 26 63 Change Order (CO)

1.3. PERFORMANCE REQUIREMENTS
A. Project Engineer (PE): The PE shall be the only person authorized to publish a CB as needed for any reason
indicated in section 1.1.A above. The PE shall consult as necessary with any of the following while drafting the
CB and shall confirm final direction with the CPM prior to issuing a CB:
City Project manager (CPM)
Owner
Members of the consulting staff
Members of city staff
The General Contractor
. Sub-contractors
B. General Contractor: The GC shall be responsible for the following as needed:
1. Executing the directives of the CB when he/she believes that no changes in labor, materials, equipment,
or contract duration will be required for additions or deletions.
2. Submit a COR when he/she believes that a change in labor, materials, equipment or contract duration
will be required for additions or deletions.

DU pwN e

1.4. QUALITY ASSURANCE

A. The PE shall be responsible for ensuring the final CB sufficiently provides direction, details, specifications and
other information as necessary for the GC to perform the intended Work.
B. The PE shall be responsible for ensuring the final CB is published as expeditiously as practical based on the

complexity of the CB being written. CBs that may affect the GC critical path shall be given priority.

MALL/CONCOURSE MAINTENANCE PROTECTIVE
FLOORING REPLACEMENT
CONTRACT NUMBER 9429 MUNIS NUMBER 13371 012646-1 CONSTRUCTION BULLETIN (CB)
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PART 2 — PRODUCTS

2.1. CONSTRUCTION BULLETIN FORM
A. Will be provided by CPM.

PART 3 - EXECUTION

3.1. WRITING THE CONSTRUCTION BULLETIN
A. The PE shall draft a CB as needed using the form provided by CPM.

1. The PE and/or consulting staff as necessary shall provide specifications, model numbers and performance
data, details and other such information necessary to clearly state the intentions of the CB.
2. The consulting staff, CPM, Owner, and other City Staff shall review the draft and recommend changes as
needed.
3. The PE shall amend the draft as necessary into a final CB for review
B. Once the final CB has been approved the PE shall submit it to the GC.

3.2. EXECUTING THE CONSTRUCTION BULLETIN
A. The GC shall acknowledge receipt of the CB.

B. The GC shall notify all Sub-contractors of the CB and publish the CB to all field sets of drawings and specifications
as appropriate.
C. The GC shall execute the directives of the CB or submit COR documentation as necessary during the execution

and implementation of the CB.
1. See Specification 01 26 57 Change Order Request (COR)

END OF SECTION

MALL/CONCOURSE MAINTENANCE PROTECTIVE
FLOORING REPLACEMENT
CONTRACT NUMBER 9429 MUNIS NUMBER 13371 012646-2 CONSTRUCTION BULLETIN (CB)
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SECTION 01 26 57
CHANGE ORDER REQUESTS (COR)
PART 1 = GENERAL ..t bbb b e s h e s b e s s b e e s b e s s R b e s b e e e e s s ae e s b e s s be s s be s saeeeans 1
LU1o SUMMARY Lot e e e h e b e a e b e ae e be b et nreen 1
1.2, RELATED SPECIFICATION SECTIONS ....otiiiitiiiiiticiccit ettt et b s s sa e b eanesae e 2
1.3.  DEFINITIONS AND STANDARDS ......oootiiiiiiitiiii ittt st sa et eae b san e st e ba e b eane st ens 2
1.4, CONTRACT EXTENSION ..ottt bbb bbb e s s ae s s ab e s b e e b e s s aa e s be s ene s 3
1.5,  OVERHEAD AND PROFIT MARKUP ..ottt bbb e s 3
1.6,  PERFORMANCE REQUIREMENTS. ..ottt sttt b s sas et era e b eane e e 3
1.7, QUALITY ASSURANCE ..ottt et bbb e b b e ab et sebe e b e sas et sebe e beeaneste e 3
N Il o 0 11U RPN
2.1. CHANGE ORDER REQUEST FORM...........
PART 3 - EXECUTION ....cooviiiiiiiiiiiiciicicicic e
3.1.  ESTABLISHING A CHANGE ORDER REQUEST ......ccccovevvriiiiiiiiiinns
3.2. CHANGE ORDER REQUEST REVIEW, APPROVAL, AND PROCESSING
3.3,  EMERGENCY CHANGE ORDER REQUEST .....oiitiiiiiiiiiiiiiin ettt s

PART 1 — GENERAL

1.1. SUMMARY

A.

Except in cases of emergency no changes in the Work required by the Contract Documents may be made by

the General Contractor (GC) without having prior approval of the City Engineer or his representative.

The City may at any time, without invalidating the Contract and without Notice to Sureties, order changes in

the Work by written Change Order (CO). Such changes may include additions and/or deletions.

Where the City desires to make changes in the Work through use of written Change Order Request (COR), the

following procedures apply:

1. If requested by the City, the GC shall prepare and submit a detailed proposal, including all cost and time
adjustments to which the GC believes it will be entitled if the change proposed is incorporated into the
Contract. The City shall be under no legal obligation to issue a Change Order for such proposal.

2. The parties shall attempt in good faith to reach agreement on the adjustments needed to the Contract to
properly incorporate the proposed change(s) into the Work. In the event that the parties agree on such
adjustments, the City may issue a Change Order and incorporate such changes and agreed to
adjustments, if any.

3. In some instances, it may be necessary for the City to authorize Work or direct changes in Work for which
no final and binding agreement has been reached and for which unit prices are not applicable. In such
cases the following shall apply.

a. Upon written request by the City, the GC shall perform proposed Work
b. The cost of such change may be determined in accordance with this specification.
c. In the event agreement cannot be accomplished as contemplated herein, the City may authorize

the Work to be performed by City forces or to hire others to complete the Work. Such action on
the part of the City shall not be the basis of a claim by the GC for failure to allow it to perform the
changed Work.
Where changes in the Work are made by the City through use of a force account basis, the GC shall as soon as
practicable, and in no case later than ten (10) working days from the receipt of such order, unless another time
period has been agreed to by both parties, give the City written Notice, stating:

1. The date, circumstances and source of the extra work; and,
2. The cost of performing extra work described by such Order, if any; and,
3. Effect of the order on the required completion date of the Project, if any.

The giving of each Notice by the GC as prescribed by this specification, shall be a requirement to liability of the
City for payment of any additional costs incurred by the GC in implementing changes in the Work. Under this
specification, no order or statement of the City shall be treated as a Change Order, or shall entitle the GC to an
equitable adjustment of the terms of this Contract or damages for costs incurred by the GC on any activity for
which the Notice was not given.

In the event Work is required due to an emergency as described in this specification the GC must request an
equitable adjustment as soon as practicable, and in no case later than ten (10) working days of the
commencement of such emergency.

MALL/CONCOURSE MAINTENANCE PROTECTIVE
FLOORING REPLACEMENT
CONTRACT NUMBER 9429 MUNIS NUMBER 13371 012657-1 CHANGE ORDER REQUESTS
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G. All GC requests for equitable adjustment shall be submitted to the CPM per the specifications below. Such
requests shall set forth with specificity the amount of and reason(s) for the proposed adjustment and shall be
accompanied by supporting information and documents.
H. No adjustment of any kind shall be made to this Contract, if asserted by the GC for the first time, after the date

of final payment.
This specification shall be used by the GC when preparing documentation for any COR to ensure each has been
properly and completely filled out as required by the City of Madison.

1.2.  RELATED SPECIFICATION SECTIONS

A.

B.
C.
D

Section 01 26 13 Request for Information (RFI)
Section 01 26 46 Construction Bulletins (CB)
Section 01 26 63 Change Order (CO)

Parts of this specification will reference articles within “The City of Madison Standard Specifications for Public
Works Construction”.

1. Use the following link to access the Standard Specifications web page:
http://www.cityofmadison.com/business/pw/specs.cfm
a. Click on the “Part” chapter identified in the specification text. For example if the specification
says “Refer to City of Madison Standard Specification 210.2” click the link for Part Il, the Part Il
PDF will open.
b. Scroll through the index of Part Il for specification 210.2 and click the text link which will take you

to the referenced text.

1.3.  DEFINITIONS AND STANDARDS

A.

LABOR: The amount of time and cost associated with the performance of human effort for a defined scope of
Work. Labor is further defined as follows:

1. Labor rate is the total hourly rate which includes the base rate of pay, fringe benefits plus each
company’s cost of required insurance, also referred to as a reimbursable labor rate.

2. Unit labor is the labor hours anticipated to install the corresponding unit of material.

3. Labor cost is the labor hours multiplied by the hourly labor rates.

MATERIAL: Actual material cost is the amount paid, or to be paid, by the GC for materials, supplies and
equipment entering permanently into the Work, including cost of transportation and applicable taxes. The cost
shall not exceed the usual and customary cost for such items available in the geographical area of the project.
LARGE TOOLS AND MAJOR EQUIPMENT: Large tools and major equipment are those with an initial cost greater
than $1,500, whether from the GC or other sources.
1. Tool and equipment use and time allowed is only for extra work associated with change orders.
a. Rental Rate is the machine cost associated with operating a piece of equipment for a defined
length of time (hour, day, week, or month) and shall not exceed the usual and customary amount
for such items available in the geographical area of the project.

b. Rental cost is the rental rate multiplied by the anticipated duration the equipment shall be
required.
2. The GC shall provide a breakdown of all rental rates to indicate what items and costs are associated with

the rate. Examples of items to include in the breakdown would be fuel consumption, lubrication,
maintenance and other similar expenses but not including profit and overhead.
3. When large tools and equipment needed for Change Order work are not already at the job site, the
actual cost to get the item there is also reimbursable.
BOND COST: The cost shall be calculated at 1% of the total proposed change order.
SUB-CONTRACTOR COSTS: Sub-contractor costs are for those labor, material, and equipment costs required by
subcontracted specialties to complete the Change Order work.
OVERHEAD AND PROFIT Markup: The allowable markup percentage to a COR by the GC and Sub-contractors for
overhead and profit. All of the following are expenses associated with overhead and profit and shall not be
reimbursable as individual items on any COR:

1. CHANGE ORDER PREPARATION: All costs associated with the preparing and processing of the change
order.

2. DESIGN, ESTIMATING, AND SUPERVISION: All such efforts, unless specifically requested by Owner as
additional Work to be documented as a COR or portion thereof.

3. INSTALLATION LAYOUT: The layout required for the installation of material and equipment, and the

installation design, is the responsibility of the GC.

MALL/CONCOURSE MAINTENANCE PROTECTIVE
FLOORING REPLACEMENT
CONTRACT NUMBER 9429 MUNIS NUMBER 13371 012657-2 CHANGE ORDER REQUESTS
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4, SMALL TOOLS AND SUPPLIES: The cost of small hand tools with an initial cost of $1,500 or less, along
with consumable supplies and expendable items such as drill bits, saw blades, gasoline, lubricating or
cutting oil, and similar items.
5. GENERAL EXPENSE: The general expense, which is those items that are a specific job cost not associated
with direct labor and material such as job trailers, foreman truck, and similar items.
6. RECORD DRAWINGS: The preparation of record or as-built drawings.
7. OTHER COSTS: Any miscellaneous cost not directly assessable to the execution of the Change Order
including but not limited to the following:
a. All association dues, assessments, and similar items.
b. All education, training, and similar items.
c. All drafting and/or engineering, unless specifically requested by Owner as additional Work to be
documented as a Change Order proposal or portion thereof.
d. All other items including but not limited to review, coordination, estimating and expediting, field
and office supervision, administrative work, etc.
G. Contract Extension: The necessary amount of time to be added to the contract deadlines for the completion of a
change order.
1.4. CONTRACT EXTENSION
A. The GC shall not assume that every COR will require a Contract Extension. If the GC feels a contract extension is
warranted he/she shall provide sufficient scheduling information that shows how the COR being requested
impacts the critical path of the project.
B. The City of Madison strongly encourages the GC to explore alternative methods and practices prior to submitting
a COR with a request for contract extension.
1.5. OVERHEAD AND PROFIT MARKUP

1.6.

1.7.

A.

Pursuant to the City of Madison Standard Specifications for Public Works Construction, Section 104.7, Extra
Work, the following maximum allowable markups shall be strictly enforced on all change orders associated with
the execution of this contract.

1. The total maximum overhead and profit shall not exceed fifteen percent (15%) of the total costs.
2. The total maximum overhead and profit shall be distributed as follows:
a. For work performed and materials provided solely by the General Contractor, fifteen percent
(15%) of the total costs.
b. For work performed and materials provided solely by Sub-contractors and supervised by the

General Contractor:
i Supervision of the GC, five percent (5%) of the total Sub-contractor cost.
ii. Sub-contractors work and materials ten percent (10%) of the total Sub-contractor cost.

PERFORMANCE REQUIREMENTS

A. The GC shall become thoroughly familiar with this specification as it will identify procedures and expenses that
are or are not allowed under the Change Order and Change Order Request process.
B. The GC shall be responsible for all of the following:
1. Carefully reviewing the CB that is associated with the COR.
2. Collecting required supporting documentation from all contractors that quantify the need for a COR.
a. Labor hours and wage rates
b. Material costs
c. Equipment costs
C. The following shall apply to establishing prices for labor, materials, and equipment costs:
1. Where Work to be completed has previously been established by individual bid items in the contract bid
proposal the GC shall use the unit bid prices previously established.
2. Where Work to be completed was bid as a Lump Sum without individual bid items the GC shall provide a
breakdown of all labor, materials, equipment including unit rates and quantities required.
D. The completion date is determined by Owner. The schedule, however, is the responsibility of the GC. Time
extensions for extra Work will be considered when a schedule analysis of the critical path shows that the Change
Order Request places the Work beyond the completion date stated in the Contract.
QUALITY ASSURANCE
A. The GC shall be responsible for ensuring that all COR supporting documentation meets the following

requirements prior to completing the COR form:

MALL/CONCOURSE MAINTENANCE PROTECTIVE
FLOORING REPLACEMENT
CONTRACT NUMBER 9429 MUNIS NUMBER 13371 012657-3 CHANGE ORDER REQUESTS
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1. Sufficiently indicates labor, material, and other expenses related to completing the intent of the CB.
2. No costs exceed the usual and customary amount for such items available in the geographical area of the
project, and no costs exceed those established under the contract.
B. The Project Engineer (PE), City Project Manager (CPM), other members of the consulting staff, and city staff shall

review all COR requests to ensure that the intent of the CB will be met under the proposal of the COR or request
additional information as necessary.

PART 2 — PRODUCTS

2.1.

CHANGE ORDER REQUEST FORM

A.

Will be provided by CPM.

PART 3 - EXECUTION

3.1.

3.2

3.3.

ESTABLISHING A CHANGE ORDER REQUEST

A.

B.

Upon receipt of a Construction Bulletin (CB) where the GC believes a significant change in contract scope
warrants the submittal of a COR the GC shall do all of the following within ten (10) working days after receipt of
the CB:
1. Review the CB with all necessary trades and sub-contractors required by the change in scope.
a. Additions or deletions to the contract scope shall be as directed within the CB.
b. Additions or deletions of labor and materials shall be determined by the GC based on the
directives of the CB.
2. Assemble all required back-up documentation for additions and deletions including materials
breakdown, labor breakdown and other related contract costs as previously outlined in this specification.
3. Submit a COR request form.
Submitting a COR does not obligate the GC to complete the work associated with the COR nor does it obligate
the Owner to approve the COR as a change to the contract.

CHANGE ORDER REQUEST REVIEW, APPROVAL, AND PROCESSING

A.

9]

The PE and CPM shall review all CORs submitted by the GC.

1. Additional consulting staff and city staff having knowledge of the components of the COR shall review
and advise the PE and CPM as to the accuracy of the items, quantities, and associated costs of the COR as
directed by the CB.

2. The CPM shall review the COR with the Owner.

If required the PE and CPM, shall in good faith, further negotiate the COR with the GC as necessary. All

amendments to any COR shall be documented.

After final review of the COR the CPM and Owner may accept the COR.

The CPM shall prepare the COR in the form of an official Board of Public Works Change Order for final review and

approval as outlined in Section 01 26 63 Change Order (CO).

The GC shall not act upon any accepted COR until it has received final approval through the Public Works process

as an official CO to the Work unless instructed to do so by the CPM. Proceeding without the final approval of a

fully authorized Change Order is at the GC’s own risk.

EMERGENCY CHANGE ORDER REQUEST

A.

In the event Work is required due to an emergency as described in the Contract Documents, the GC must
request an equitable adjustment as soon as practicable, and in no case later than ten (10) working days of the
commencement of such emergency.

The GC shall provide full documentation of all labor, materials and equipment used during the period of
emergency as part of the COR submittal.

END OF SECTION

MALL/CONCOURSE MAINTENANCE PROTECTIVE
FLOORING REPLACEMENT
CONTRACT NUMBER 9429 MUNIS NUMBER 13371 012657-4 CHANGE ORDER REQUESTS
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SECTION 01 26 63
CHANGE ORDER (CO)
PART 1 = GENERAL ..ttt ettt ettt et ettt e e e e e ettt e e e e e s aa et e e e e e e e ne s e e e e e e e e nnsee e e e e e e assseeeeeee s nsneeeeeeesannnneeeeeeesannneneeeeesenannnnns 1
S R U 11V 1YY 2 O P P PP PP O PP PPPPRPPPPON 1
1.2. RELATED SPECIFICATION SECTIONS ...ttt ettt ettt sttt e st st e e s st e e s eabe e e s bt e e s ambbeeesabeeesbaeesanbneeeas 1
1.3. BOARD OF PUBLIC WORKS PROCEDURE ......cciiiiiiiiitee ittt ettt sttt st e st e st e e st e e s aabneeesabeeesbaeesannneeens 1
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PART 1 - GENERAL
1.1.  SUMMARY
A. Except in cases of emergency, no changes in the Work required by the Contract Documents may be made
by the General Contractor (GC) without having prior approval of the City Project Manager (CPM).
B. The City may at any time, without invalidating the Contract and without Notice to Sureties, order changes in
the Work by written Change Order. Such changes may include additions and/or deletions.
C. The Change Order (CO) is a Board of Public Works (BPW) form that is reviewed and approved by a specific
process.
D. The CO form is typically made up of multiple Change Order Requests (CORs) and/or Bid Items as appropriate
depending on the type of project and how the contract was bid.
1.2. RELATED SPECIFICATION SECTIONS
A. Section 01 26 13 Request for Information (RFI)
B. Section 01 26 46 Construction Bulletin (CB)
C. Section 01 26 63 Change Order Request (COR)
1.3. BOARD OF PUBLIC WORKS PROCEDURE

A The Board of Public Works has a very explicit procedure for the review and approval of all change orders
associated with any Public Works Contract as follows:
1. The Supervisory Chain of the CPM shall review and approve any CO under $20,000 provided it does not
include either of the following:
a. The CO does not request a time extension to the contract.
b. The CO does not cause the contract contingency sum to be exceeded.
2. The Board of Public Works shall review and approve any CO that requires any of the following:
a. Any CO over $20,000.
b. Any CO requesting a time extension to the contract regardless of the monetary value of the CO.
c. Any CO that that causes the contract contingency sum to be exceeded.
B. The Board of Public Works generally meets every other week and only once in August and December. The GCis

cautioned that, under normal scheduling, a CO requiring a BPW review will take a minimum of two (2) weeks to
achieve final approval.

1. The City shall not be responsible for additional delays to the Work caused by the scheduling constraints
of the Board of Public Works.
C. SPECIAL NOTE: The GC is cautioned to never proceed unless told to do so by the CPM. Only in rare instances

may the CPM give a written notice to proceed on a COR without an approved CO. Proceeding without the
written notice of the CPM or an approved CO is at the GC’s own risk.

PART 2 — PRODUCTS

2.1.

CHANGE ORDER FORM
A. Provided by CPM.

PART 3 - EXECUTION

MALL/CONCOURSE MAINTENANCE PROTECTIVE
FLOORING REPLACEMENT
CONTRACT NUMBER 9429 MUNIS NUMBER 13371 012663-1 CHANGE ORDER (CO)
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3.1. PREPARATION OF THE CHANGE ORDER
A The CPM shall prepare the required CO as follows:

1.
2.
3.

Provide information for all contract information.

Provide a general description of the items described within the change order.

Provide detailed information for each Item on the CO form. At the option of the CPM he/she may include
multiple Change Order Requests each as their own item.

Provide required pricing breakdown and accounting information as needed for the item.

Insert attachments of contractor/architect provided information that clarifies and quantifies the CO.
Attachments may include but not be limited to material lists, estimated labor breakdown, revised details
or specifications, and other documents that may be related to the requested change.

Save the final version of the completed CO.

3.2. EXECUTION OF THE CHANGE ORDER
A The GC shall do the following:

1.
2.

3.

Review all items on the CO form.

The GC shall notify the CPM immediately of any errors or discrepancies on the form and shall not sign or
save it.

a. The CPM shall make any corrections as needed, re-save the form, and notify the GC.

If/when the GC concurs with the CO form as drafted the GC shall digitally sign the form.

B. The CPM shall do the following:

1.
2.

v AW

Monitor the review process

Ensure that proper BPW procedures are executed as needed by the CO approval process.

a. Schedule the CO on the next available BPW agenda if required.
i. Attend the BPW meeting to speak on the CO to board members and answer questions.
ii. The GC and/or PE may be required to attend the BPW meeting to address specific

information as it relates to the Work and/or materials associated with the CO.

Monitor final approval and distribution of the CO.

Notify the GC that the CO has been completed.

Ensure that the CO is posted to the next Public Works payment schedule.

Verify that the GC’s next Progress Payment-Schedule of Values show the CO as part of the contract sum.

C. Upon final approval of the CO the GC may proceed with executing the Work associated with the CO.

END OF SECTION

MALL/CONCOURSE MAINTENANCE PROTECTIVE
FLOORING REPLACEMENT

CONTRACT NUMBER 9429 MUNIS NUMBER 13371 012663-2 CHANGE ORDER (CO)
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SECTION 01 29 76
PROGRESS PAYMENT PROCEDURES
PART 1 = GENERAL ..t bbb b e s h e s b e s s b e e s b e s s R b e s b e e e e s s ae e s b e s s be s s be s saeeeans 1
LU1o SUMMARY Lot e e e h e b e a e b e ae e be b et nreen 1
1.2, RELATED SPECIFICATIONS ...ootiiiitiiti ittt et b sa e b b et be b saa e s b s be e b eane st ens 1
1.3, RELATED DOCUMENTS ....oiitiitiitiitiitc ettt st b e e sa e b bbbt s ebe b sanesaseaeesbeeanesre e 1
1.4.  PROGRESS PAYMENT MILESTONES ......oiiiiiiiiii ittt bbb 1
1.5,  PROGRESS PAYMENT SUBMITTAL....oiiiiiiiiiiiiiii ittt st st be s 3
PART 2 - PRODUCTS - THIS SECTION NOT USED.....cuiiiiiiiiiiiitiiiiiticiici ettt st st san e 4
PART 3 = EXECUTION ...ttt et a e e h e b e b e e bbb e b e b e b s he e e s e be et sa s e b e ebe et e ebs et s ebeebeeas
3.1. GENERAL CONTRACTOR PROCEDURE ...ttt s s
3.2. PROJECT ARCHITECT PROCEDURE..........
3.3.  CITY PROJECT MANAGER PROCEDURE

PART 1 — GENERAL

1.1.

1.2,

1.3.

14.

SUMMARY

A. The General Contractor (GC) shall review this and all related specifications prior to submitting progress payment
requests.

B. Progress payment requests (Partial Payment-PP) for this contract shall be submitted digitally by the GC to the
CPM.

C. The Project Engineer (PE) and City Project Manager (CPM) shall review and amend or approve the PP as needed.

D. After approval of the PP by the CPM, he/she shall forward the PP to the appropriate agencies for BPW

contractual review and payment processing.

RELATED SPECIFICATIONS

STIOMMOON®R

Section 01 26 63 Change Order (CO)

Section 01 29 73 Schedule of Values

Section 01 31 19 Progress Meetings

Section 01 32 26 Construction Progress Reporting
Section 01 33 23 Submittals

Section 01 77 00 Closeout Procedures

Section 01 78 23 Operation and Maintenance Data
Section 01 78 36 Warranties

Section 01 78 39 As-Built Drawings

Section 01 79 00 Demonstration and Training

RELATED DOCUMENTS

A.

The following documents shall be used when evaluating PP requests.

1. Construction progress reports filed since the last payment request.
2. Contractors Schedule of Values as updated from the last payment request. See Specification 01 29 73.
3. Any document that may be required to be submitted for review and approval, as noted by the

specifications listed in Section 1.2 above, or the Progress Payment Milestone Schedule in Section 1.4
below, to achieve a required bench mark of contract progression or contract requirement.

PROGRESS PAYMENT MILESTONES

A.

City Engineering-Facility Management has developed the Project Payment Milestone Schedule (Section 1.4
below) to assist the GC in providing required construction specific documentation and general contractual
documentation in a timely manner.

The Progress Payment Milestone Schedule is not an all inclusive list. Multiple agencies review progress payment
requests and contract closeout requests. Missing, incomplete, or incorrect documentation for any agency may
be a cause for not processing progress payments. It shall be the sole responsibility of the Contractor for
providing documentation as required or requested to the appropriate agencies.

The milestone schedule is based on the contract total sum and shall be valid for most contracts. Milestone
submittals will be required with whatever progress payment hits the percentage of contract total indicated in
the schedule.

MALL/CONCOURSE MAINTENANCE PROTECTIVE
FLOORING REPLACEMENT
CONTRACT NUMBER 9429 MUNIS NUMBER 13371 012976-1 PROGRESS PAYMENT PROCEDURES
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D. The CPM shall review the milestone schedule with each progress payment request and at his/her option may
elect to hold processing the progress payment until such time as the contractor has met the requirements for
providing construction specific documentation.

E. It shall be the General Contractors responsibility to comply with all BPW Contract Administration requirements
and related deadlines as outlined in the Award Letter, Award Checklist, and Start Work Letter.

Progress Payment (PP) Milestone Schedule

Milestone Description

Due Before

Remarks

BPW Contract Administration Documentation

e Workforce profiles

PP-1, or start

. For GC and Sub-contractors before PP-1
regardless of scheduling
e Sub-contractors (if applicable), due 10

. Detailed Contract Schedules

. Best Value Contracting Documentation work as
applicable days before they may start work
. Sub-contractors prequalification e Sub-contractors (if applicable), due 10
approval & Affirmative Action plans days before they may start work
e Other as may be required
Required Construction Submittals/Administrative
References
Documents
. PP-1 P
e Submittals Schedule e Specification 01 32 19
. Closeout Requirement Checklist e  Specification 01 77 00
. Warranty Checklist e  Specification 01 78 36
Construction Progress Milestones See specifications for specific requirements
e Specification 01 32 19, Examples:
. Early submittals, per submittal schedule PP-1 concrete mix, structural steel, products

with long lead times
¢  See Specification 01 32 16

all up to date
. Progress Schedules
e Submittals/Re-submittals (ongoing)

. Progress Reporting

. Progress Cleaning
e As-Built Drawings

General Construction Progress Requirements are

e QMOs are being addressed and closed

Each future
PP

Verified with each Progress Payment Request

e Specification 01 32 16
e  Specification 01 33 23

e  Specification 01 32 26

e Specification 01 45 16

e Specification 01 74 13
e  Specification 01 78 39

* All of the a

bove are updated as required

BPW Contract Administration Documentation

25% CT See 1.4.E above. This progress payment will be
e Weekly payroll reports i o
. or with held by BPW for any missing contractual
. Best Value Contracting Reports .
PP 2 documentation.
. SBE Reports
Construction Progress Milestones
. Construction/Contract Closeout A
. / 70% CT e  Specification 01 31 19
Meeting #1
e Submittals/Re-submittals complete e Specification 01 33 23
MALL/CONCOURSE MAINTENANCE PROTECTIVE
FLOORING REPLACEMENT
CONTRACT NUMBER 9429 MUNIS NUMBER 13371 012976-2 PROGRESS PAYMENT PROCEDURES
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1.5.

Progress Payment (PP) Milestone Schedule

Milestone Description Due Before Remarks
Operation and Maintenance (O & M) drafts 60% CT Specification 01 78 23
BPW Contract Administration Documentation This I.S 2 recomme_ndatlon to the GCandis not a
80% CT requirement of this PP.
. Request Finalization Review from BPW e Specification 01 77 00
Construction Progress Milestones
) ﬁf:lgag::ezrt‘s dMa'”te”ance (©&Mm) «  Specification 01 78 23
80% €T . Specification 01 45 16; It that Id
. All major QMO issues resolved pecitication » ftems that cou
prevent occupancy
e As-Built Dljawmgs, Division Trades ready «  Specification 0178 39
for GC review
All of the following shall be completed for this PP: Contractor to determine the proper order of
completion:
. Regulatory Inspections completed . Governing ordinances and statutes
¢ AllQMO reports closed 90% CT e  Specification 01 45 16
. Demonstration and Training completed e  Specification 01 79 00
e Attic Stock completed e Specification 01 78 43
. Final Cleaning e Specification 01 74 13
Construction Closeout Procedures: See Specification 01 77 00
: :;Ttats; g::::tsgéile;bmphance sentto e Generated/Signed by the Engineer
. Certificate of Occupancy issued 100% CT . Building Inspection
e As-Built Drawings, finals, accepted e  Specification 01 78 39
e City Letter of Substantial Completion e Signed by the City Engineer
. Warranty letters dated and issued e Specification 01 78 36
* Completion of this begins the one year warranty.
BPW Contract Administration Documentation See Specification 01 77 00
Contract Closeout Procedures
e Construction Closeout has been
completed
e Contractor requests final payment of Final
retainage upon receiving City Letter of
Substantial Completion
. All BPW contractual requirements are . Contractor must provide any missing
verified BPW Contractual Documentation

* Completion of this closes the contract but not the warranty period/bond.

NOTE: CT = Contract Total less held retainage

PROGRESS PAYMENT SUBMITTAL

A. Each progress payment submittal shall be:
1. Digital in PDF format
2. PDF shall be in color
3. Uploaded to the appropriate Project Management library and properly named per the tutorial
instructions provided to the awarded contractor.
B. Submit all required construction progress documentation
C. In general the following shall apply to all PP requests:

MALL/CONCOURSE MAINTENANCE PROTECTIVE
FLOORING REPLACEMENT
CONTRACT NUMBER 9429 MUNIS NUMBER 13371

012976-3
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1. Materials or products:
a. On order, being shipped, etc. may not be invoiced.
b. Received and stored on the project site may be invoiced.
c. Being manufactured off site at any location may not be invoiced (example: cabinetry, ductwork,
etc.)
d. Completed products stored off site locally waiting for delivery to the project site may be invoiced
with prior approval by the CPM. All of the following conditions must be met to be allowed:
i Items must be visually inspected by CPM to verify product is complete.
ii. Item must be stored inside a compatible structure and the structure and contents must be
insured.
iii. Contractor is responsible for condition until installation is completed.
2. All labor and equipment, including rental time for the current progress period may be invoiced.
3. Only completed installations may be invoiced to 100% based on the Schedule of Values.
D. DO NOT submit BPW Contract Administration Documentation for review with Progress Payment Requests,

submit them directly to the correct agency and in the correct format as instructed from information in your BPW
Contract Award Packet instructions.

PART 2 - PRODUCTS - THIS SECTION NOT USED

PART 3 - EXECUTION

3.1. GENERAL CONTRACTOR PROCEDURE
A The GC shall provide an updated version of his/her schedule of values (AIA documents G702 & G 703) with each
PP request.

1.

The AIA - Application and Certificate for Payment (G702) shall be properly filled out and prepared for the
Architects review. See specification 01 29 73, Schedule of Values for more information.

2. The AIA - Continuation sheets (G703) shall be properly filled out and indicate the dollar value of the
completed work to date for each item on the form. See specification 01 29 73, Schedule of Values for
more information.

a. The GC shall subtotal the work completed to date for all of the original Schedule of Value items.

b. Divide the sub total of work completed by the Original Contract Total to obtain a percentage
complete of the original Lump Sum Bid. This percentage may be taken out to five (5) decimal
places (round fifth place up or down as needed).

i Example: $5,192.55 of completed work divided by $10,000 original Contract Total =
0.519255, round this to 0.51926

c. Write the percentage in Column 10 on the City Tabular Sheet for the original lump sum bid item in
RED ink.

3. Ensure that any newly posted change orders from the City of Madison provided tabulation sheet have
been entered on the G703 continuation sheets. Repeat steps a thru c above for each change order on
the schedule of values and the City Tabular Sheet.

B. The GC shall fill out the City of Madison Application and Certificate of Payment cover sheet as follows:

1. The GC shall not change any pre-printed information and shall not write in the box that indicates previous
progress payments.

2. The GC shall sign and date the form where indicated.

3. The GC shall provide the dates from and to for the PP being requested.

4, The GC shall provide the list of all contractors/sub-contractors that were actively working during the
dates indicated above.

a. All contractors/sub-contractors named must be in compliance with all City requirements (Pre-
qualified, Affirmative Action Plan on file, etc). The PP will be held and not processed by the City of
Madison until all contractors/sub-contractors are in compliance.

b. Do not list the names of suppliers or manufacturers, doing so will slow down processing and
require a re-submittal of the paperwork.

C. The General Contractor (GC) shall scan all of the documents listed below in the order shown, save the scan as a
single PDF file for each PP request.

1. City cover sheet — Application and Certificate for Payment

2. City tabulation sheet(s)

3. AIA G702 - Application and Certificate for Payment

4. AIA G703 - Continuation Sheet(s)

MALL/CONCOURSE MAINTENANCE PROTECTIVE
FLOORING REPLACEMENT
CONTRACT NUMBER 9429 MUNIS NUMBER 13371 012976-4 PROGRESS PAYMENT PROCEDURES
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5. Any miscellaneous documents that may be requested as backup documentation for the pay request.
a. Lien waivers are not required and shall not be submitted.
b. Do not provide contractual administrative documents such as pay reports with pay requests.
c. Do not supply progress deliverables with pay requests.

3.2. PROJECT ENGINEER PROCEDURE

A. The PE shall review the AlA-continuation sheets provided by the GC to determine if the Schedule of Values
accurately reflects the work completed for the inclusive dates indicated.

B. The PE shall advise the CPM of any discrepancies in the schedule of values.

C. The PE shall work with the GC and the CPM to resolve any issues prior to signing the AIA - Application and

Certificate for Payment.
D. When verified, the PE shall digitally sign the original PDF version of the AIA - Application and Certificate for
Payment.

3.3.  CITY PROJECT MANAGER PROCEDURE

A. The CPM shall review all documents submitted by the GC and work with the PE to ensure the schedule of values
accurately reflects the work completed to date.

B. The CPM may elect to hold processing of any progress payment pending submittal of required progress payment
milestones.

C. When verified, the CPM shall digitally sign the City Cover Sheet and forward the required documentation to the

appropriate City agencies for further processing of the payment request.

END OF SECTION

MALL/CONCOURSE MAINTENANCE PROTECTIVE
FLOORING REPLACEMENT
CONTRACT NUMBER 9429 MUNIS NUMBER 13371 012976-5 PROGRESS PAYMENT PROCEDURES
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SECTION 01 33 23
SUBMITTALS
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3.3, PROJECT ENGINEERS REVIEW .....utiiiiiiiiiiiiiiic ettt ba e b saae e 3

PART 1 — GENERAL

1.1. SUMMARY

A.

The General Contractor (GC) shall be responsible for providing submittals for review of all contractors and sub-
contractors as designated in the construction documents. Submittals shall include but not be limited to all of the
following:

1. Equipment specified and pre-approved in the specification; to ensure quality, construction, and
performance specifications have not changed since final design.

2. Equipment specified by performance in the specification; to ensure that the intended quality,
construction, and performance specified is met by the selected material or product.

3. Shop, piece, erection, and other such drawings as indicated in the specifications to ensure all structural,
dimensional, and assembly requirements are being met.

4, Submittals indicating installation sequencing

5. Submittals indicating control sequencing

6. Contractor licensing, certification, and other such regulatory documentation when required by a
specification.

7. Other submittals as may be required by individual specifications.

The submittal process shall not be used to determine alternates to specified products or equipment. All
considerations shall be reviewed during the bidding process and acceptable alternates shall be acknowledged by
addendum prior to the closing of bidding. See bidding instructions for the information on submitting alternates
for consideration.

In the event that a manufacturer has significantly changed a product (discontinued a model, changed dimension
or performance data changed available colors, etc.) since bid opening the GC shall submit a Request for
Information (RFI) to the Project Engineer requesting other approved alternates prior to uploading a digital
submittal.

Contractors and sub-contractors shall be responsible for knowing the submittal requirements of ALL sections
within their scope of work under the contract. The Owner reserves the right to request documentation on any
materials, equipment, or product being installed where a submittal is not on file. If the material, equipment, or
product installed is determined not to meet the intent of the specification the contractor/sub-contractor shall be
required to remove and replace the items involved. The GC shall be solely responsible for all costs associated
with the removal and replacement.

1.2. RELATED REFERENCES

A.

B.
C.
D

Section 01 29 76 Progress Payment Procedures
Section 01 32 19 Submittals Schedule
Section 01 32 26 Construction Progress Reporting

All Technical Specifications, contract documents, construction drawings, and any published addendums during
the bidding process.

All contract documents generated during the execution of the contract including but not limited to Requests for
Information (RFI) and Construction Bulletins (CB).

1.3. SUBMITTAL REQUIREMENTS

A.

A completed submittal shall meet the following requirements:
1. Digital submittal shall be original PDF of manufacturer’s data sheets or high quality color scan of the
same.

MALL/CONCOURSE MAINTENANCE PROTECTIVE
FLOORING REPLACEMENT
CONTRACT NUMBER 9429 MUNIS NUMBER 13371 013323-1 SUBMITTALS
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a. Submittals shall not include sales fliers or other similar documents that typically do not provide
complete manufacturers data.

2. Documents within the PDF submittal shall be printable to a sized sheet no less than 8-1/2 by 11 inches
and no larger than 24 by 36 inches.

3. At the beginning of each submittal the contractor shall identify the plan reference (WC-1, EF-3, etc.) in
RED block letters that the submittal is for.

4, Where multiple model numbers appear in a table the contractor shall identify the specific model being
submitted by using a RED square, box, or other designation to distinguish the correct model from others
on the page.

B. A complete submittal will include all information associated with the product or equipment as presented in
plans, equipment tables, and specifications. Information shall include but not be limited to the following:

1. Dimensional data

2. Performance data

3. Resource requirements, power, water, waste, etc

4, Clearance and maintenance requirements

5. Finish information, colors, textures, etc.

6. Warranty information

C. Where a submittal includes material samples (carpet, tile, paint draw downs, etc.) the contractor shall do the
following:

1. The Contractor shall submit the sample(s) as indicated in the specification.

2. The Contractor shall include a quality photograph(s) of the product with the digital submittal.
Photographs shall meet the following requirements:

a. Formatted to be between 500Kb and 1.0 Mb in file size
b. Have no glare or flash reflection on the sample
c. Sample fills the frame of the photo and shows detail as needed. Include multiple photos from
other angles as needed.
d. Scanned copies of products or photos are not acceptable.
D. Uploaded submittals should be relative and related to a specific written specification.

1. Do not upload submittals under a broad category or division (I.E. HVAC 23 00 00). Always upload by the
specific specification that identifies a required product or performance to be met.

2. Group related items together if the specification is written that way. (I.E. all of the plumbing fixtures and
trim relative to one specific specification should be submitted together).

3. Submittals shall be grouped and adhere to the divisions in the submittal schedule. Submittals that do not

conform to the submittal schedule and/or specification divisions will be rejected for re-submittal.

PART 2 — PRODUCTS — THIS SECTION NOT USED

PART 3 - EXECUTION

3.1. GENERAL CONTRACTORS PROCEDURES

A All required submittals will be submitted electronically by the GC.

B. Uploading the submittal indicates that the GC has reviewed and approved the submittal against the contract
document requirements.

C. The GC shall discuss submittal status at all progress meetings and shall monitor submittal review/approval/re-
submittal so as to not incur delays in the project schedule.

D. The GC and sub-contractors shall provide re-submittals as required.

3.2. SUBMITTAL REVIEW
A. The submittal shall be reviewed internally by the required Architect/Engineer and Owner Representative in a
timely fashion and provide commentary on missing items, incorrect information, or incomplete shop drawings,
etc as needed.

B. When the internal review is completed the CPM will notify the Project Engineer the submittal is ready for final
review.
C. Information will be transmitted electronically.

MALL/CONCOURSE MAINTENANCE PROTECTIVE
FLOORING REPLACEMENT
CONTRACT NUMBER 9429 MUNIS NUMBER 13371 013323-2 SUBMITTALS
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3.3. PROJECT ENGINEERS REVIEW

A Upon completion of the internal review the Project Engineer shall review all internal review comments, confer
with the CPM as needed and determine the appropriate disposition status for the submittal (approved or
resubmit).

B. The