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SECTION 013000 - ADMINISTRATIVE REQUIREMENTS 

PART 1 - GENERAL 

1.1 PROJECT MANAGEMENT AND COORDINATION 

A. Coordinate construction to ensure efficient and orderly installation of each part of the Work. 

B. Schedule and conduct progress meetings at Project site at weekly intervals.  Notify Owner and 

Architect of meeting dates and times.  Require attendance of each subcontractor or other entity 

concerned with current progress or involved with planning or coordination of future activities. 

1. Architect will record minutes and distribute to everyone concerned, including Owner and 

Architect. 

1.2 SUBMITTAL PROCEDURES 

A. Coordinate each submittal with fabrication, purchasing, testing, delivery, other submittals, and 

related activities that require sequential activity. 

1. No extension of the Contract Time will be authorized because of failure to transmit 

submittals enough in advance of the Work to permit processing, including resubmittals. 

2. Submit three copies of each submittal.  Architect will return one copy. 

3. Architect will return submittals, without review, received from sources other than 

Contractor. 

B. Place a permanent label or title block on each submittal for identification.  Provide a space 

approximately 6 by 8 inches on label or beside title block to record Contractor's review and 

approval markings and action taken by Architect.  Include the following information on the 

label: 

1. Project name. 

2. Date. 

3. Name and address of Contractor. 

4. Name and address of subcontractor or supplier. 

5. Number and title of appropriate Specification Section. 

C. Identify deviations from the Contract Documents on submittals. 

D. Contractor's Construction Schedule Submittal Procedure:  Submit two copies of schedule within 

5 days after date established for Commencement of the Work. 
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PART 2 - PRODUCTS 

2.1 ACTION SUBMITTALS 

A. Product Data:  Mark each copy to show applicable products and options.  Include the following: 

1. Manufacturer's written recommendations, product specifications, and installation 

instructions. 

2. Wiring diagrams showing factory-installed wiring. 

3. Printed performance curves and operational range diagrams. 

4. Testing by recognized testing agency. 

5. Compliance with specified standards and requirements. 

B. Shop Drawings:  Prepare Project-specific information, drawn accurately to scale.  Do not base 

Shop Drawings on reproductions of the Contract Documents or standard printed data.  Submit 

on sheets at least 8-1/2 by 11 inches but no larger than 30 by 42 inches.  Include the following: 

1. Dimensions and identification of products. 

2. Fabrication and installation drawings and roughing-in and setting diagrams. 

3. Wiring diagrams showing field-installed wiring. 

4. Notation of coordination requirements. 

5. Notation of dimensions established by field measurement. 

C. Samples:  Submit Samples for review of kind, color, pattern, and texture and for a comparison 

of these characteristics between submittal and actual component as delivered and installed.  

Include name of manufacturer and product name on label. 

1. If variation is inherent in material or product, submit at least three sets of paired units that 

show variations. 

2.2 INFORMATION SUBMITTALS 

A. Qualification Data:  Include lists of completed projects with project names and addresses, 

names and addresses of architects and owners, and other information specified. 

B. Product Certificates:  Prepare written statements on manufacturer's letterhead certifying that 

product complies with requirements in the Contract Documents. 

2.3 DELEGATED DESIGN 

A. Performance and Design Criteria:  Where professional design services or certifications by a 

design professional are specifically required of Contractor by the Contract Documents, provide 

products and systems complying with specific performance and design criteria indicated. 

1. If criteria indicated are not sufficient to perform services or certification required, submit 

a written request for additional information to Architect. 

B. Delegated-Design Submittal:  In addition to Shop Drawings, Product Data, and other required 

submittals, submit three copies of a statement, signed and sealed by the responsible design 
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professional, for each product and system specifically assigned to Contractor to be designed or 

certified by a design professional. 

1. Indicate that products and systems comply with performance and design criteria in the 

Contract Documents.  Include list of codes, loads, and other factors used in performing 

these services. 

2.4 CONTRACTOR'S CONSTRUCTION SCHEDULE 

A. Gantt-Chart Schedule:  Submit a comprehensive, fully developed, horizontal Gantt-chart-type 

schedule within 10 days of date established for commencement of the Work. 

B. Preparation:  Indicate each significant construction activity separately.  Identify first workday of 

each week with a continuous vertical line. 

PART 3 - EXECUTION 

3.1 SUBMITTAL REVIEW 

A. Review each submittal and check for coordination with other Work of the Contract and for 

compliance with the Contract Documents.  Note corrections and field dimensions.  Mark with 

approval stamp before submitting to Architect. 

B. Architect will review each action submittal, make marks to indicate corrections or modifications 

required, stamp and mark as appropriate to indicate action taken, and return copies less those 

retained. 

3.2 CONTRACTOR'S CONSTRUCTION SCHEDULE 

A. Distribute copies of approved schedule to Owner, Architect, subcontractors, testing and 

inspecting agencies, and parties identified by Contractor with a need-to-know schedule 

responsibility.  When revisions are made, distribute updated schedules to the same parties. 

B. Updating:  At monthly intervals, update schedule to reflect actual construction progress and 

activities.  Issue schedule one week before each regularly scheduled progress meeting. 

1. As the Work progresses, indicate Actual Completion percentage for each activity. 

END OF SECTION 013000 


