UPDATED PROJECT WORK PLAN
COMMUNICATIONS & DOCUMENT CONTROL PROCEDURES
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COMMUNICATIONS & DOCUMENT CONTROL PROCEDURES

Communications Flow Diagram

School Committee District Administration| R 3 Party r.fg',:i:'\f:.:::.'...
":‘:."o:'l':' “:;:::':) Town of Wakefield APPl{lCANT Commissioning Agent ProPay Audits
’ > Superintendent Design/Schedule Review

MASSACHUSETTS SCHOOL
BUILDING AUTHORITY
5 PROJECT MANAGEMENT

SCHOOL BUILDING
COMMITTEE

EEEY
PMA CONSULTANTS
OWNERS PROJECT MANAGER

. ledependont Fatumator

. ¥ Pany bwpectons & Owner Testing
. Diesagn Reviews

. Onber Sub-Comubunts s Neoded

L EEEEEEEEE

- o
A

‘-.--.o--n-ooll..--..l.:ﬁ.o--.uooo--cn..-ol.nl..-

GILBANE,
CONSTRUCTION
MANAGER

P T R

> DRA, DESIGNER

Al

Desian & E Archatect’s
gn ngmecning 1nd 4
Sub Consultams

@

Agencies: e ) “ONSTRUC J

< “Bide lnpoctor 8D [CONSTRUCTION| PRECON.
o Board of Health Subcoatractors CM Estimates &
o Police, Fire Constructabslety

Estimator CoaCom /'DEP Reviews

Utilities

Project Team Communication Plan
Attached to the back of this section.
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Northeast Metro Tech

Project Team Communication Plan

P . Typical
Deliverable Delivery Method | Frequency Distribution
Status of project:
MSBA/Design Items . Building Cmte
Schedule Updates Typically PMA
Building Cmte Meeting Minutes R P . E-mail with hard copy to files [ 1x/month or as District or PMA .
Budget/Invoice/Contingency needed Architect
Procurement/Planning/Phasing CM
Construction issues
. Superintendent
User Input/Program Development WpteElly District Staff
Design Development Meetings . P 9 . P E-mail with hard copy to files | Weekly, or as Architect
Reviews for Design Development PMA
needed
CcM
Various Review Meetings involving
Town Departments: Building Cmte
: . Town/DCR Review Meetings Planning / Zoning / Bldg Dept E-mail with hard copy to files | As needed Architect PMA
Meeting Minutes Police / Fire / ConCom cM
DCR
Status of on-going project:
Field Issues E-mail with hard copy to files
Construction Schedule or e
. » . ’ Weekly PMA or CM Architect
Progress Meetings Submittal Status Project document repository .
Superintendent
RFI Status (Procore)
C.0. Pricing Status
Various Issues/Coordination
Meetings to resolve construction | E-mail with hard copy to files
Construction Project Technical related items: or S el cM Tnveives] aries
Meetings MEP Coordination Meetings Upload to project document
Fagade Element Coordination repository (Procore)
Summary updates for the project:
Budget/Schedule status . .
Monthly Project Status Report Issues/COs MSBA On-Line Reporting Monthly PMA M.SBA
System Superintendent
Progress Reports
Photos
Daily reports by the CM field
superintendent noting:
Weather Conditions
Construction Manager Daily # of workers on the project Upload to project document Dail cM PMA
Field Reports Issues/items requiring special repository (Procore). Y Architect
notice.
General description of work being
performed.
Same as above plus notes on T
OPM Daily Field Reports delaying issues/cost issues/change P ) proj Daily PMA As requested
repository (Procore).
orders, etc
Upload to project document VEIES Gl
Designer Site Observation Summary of reviewed scope by plo: proj ¥ construction, Architect & PMA
y . L repository (Procore), Email as
Reports designer during a site visit often at least Consultants CM
requested
monthly.
ltemization of all subcontractor
ersonnel working on the project | Upload to project document cM Superintendent
Certified Payrolls P 9 P J.. P ) proj Weekly & P
and proof of payment of Prevailing repository (Procore). PMA
Subcontractors
Wages
Progress & Status - Contractor's / .
9 Certified Payroll Log Lermzie 6f E.’" subcontractlor Electronic copy Weekly Subcontractor's provide SpsEihliEelE
Reports personnel working on the project to the District/CM PMA
Daily report by the CM's Safety
CM Safety Inspection Report Ofﬁc‘:er confirming all OSHA safety : : PMA
(andlor COVID-19) requirements are adhered to and/or E-mail {as requested} Daily CM Architect
Safety Violation Notices issued to & As Requested
subcontractors.
Testing results: i.e.
Hazmat cM
Testing Agency Reports . Shalls Wsiteze to. [P S GIRICTTS As required S.r dlFEy Architect
Construction Components: repository (Procore). Testing Agency PMA
Rebar
Steel, etc
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Northeast Metro Tech

Project Team Communication Plan

P . Typical
Deliverable Delivery Method | Frequency Distribution
As required M
Dig Safe, Hard Copy &/or q State, Town Superintendent
n e . by State, Town . .
Permits Utilities, Electronic Copy to " Governing Agencies: PMA
o . . & Governing L .
Building, etc. project document repository . Solicited by CM Architect
Agencies
i )
=P Inspen?tlonls b EoIp i As required MEP Engineers Architect
required in specs. Hard Copy &/or
. L L ; by State, Town Town Agency CM
Inspections Building Inspections: Electronic Copy to X N )
. N . ) & Governing Governing Agency: Superintendent
Substantial Completion project document repository . -
. Agencies Solicited by CM PMA
Certificate of Occupancy
Both question submitted and
. Design Team Reply: Upload Architect
Requests for Inepeinyfire G el ez to Procore. CM-7s N PMA
. RFI requesting clarification/additional Eet (ralles (o e i R GE As needed Arch - Replies OUT cM
Information (RFI) information of the Designer P . g | P
conformed drawings in site Affected Subs
trailer
Report outlining:
# of submitted RFIs to-date Weekly @ Architect
# of answered RFls to-date . . PMA
RFI Status Report # of open RFls to-date E-mail / Procore Prcla\]/lzcett;[]eam CM Attendees @ WKiy|
Prioritized list of critical RFIs 9 Progress Mtgs
requiring immediate response.
Vs i) EraiE To be submitted and replied CM
Submittals Submittals T e e gl i to by Arch/Eng electronically | As required CM & Subs Architect
via Procore. PMA
Report outlining: Architect
# of open submittals Weekly @ PMA
Submittal Status Report Prioritized list of mission critical Hard Copy Project Team CcM Attendees @ WKkly
submittals requiring immediate turn- Meeting Progress Mtgs
around
Establishment of Master Project MSBA
Master Project Budget Budget items, contingencies, etc & | With Monthly OPM Report Superintendent
Budget Reports T Frol g follow-up actualization with E-Mail & hard copy as- Monthly PMA Finance Director
Compilation & Updates 8 L . _—
submitted invoices against the requested Building Cmte
budget. Architect
MSBA
Cash flow projections for master With Monthly OPM Report Superintendent
Cash Flow project budget and for construction E-Mail & hard copy as Monthly PMA & CM Finance Director
budget requested Building Cmte
Architect
Update of schedule incorporating
hases?crii-c‘,ct?r:ztr:ltjacttif: status: R
Master Project Schedule gchematic Design Submissioﬁ W ety I (R S aeende
Schedule Reports compilation and Updates: Completion (el flogthly FUR Flna.nc.e IDIREEiEy
. . Hard Copy as requested Building Cmte
Designer Contract Execution "
h Architect
Funding Agreement
Electronic versions to be
submitted as official
. submittals Building Cmte
CM Schedule Updates Sonty usl::izt:ucl)ef el (see deliver method @ Monthly CM Architect
Submittals above) PMA
E-mail & hard copy as
requested
MSBA
A Review of Baseline schedule and E-mail Building Cmte
CMISchedulelReviepReport monthly updates Hard Copy as requested Slontly PR Architect
CM
Req uisitions Monthly and/or task invoices for E-mail Buﬂd;;\ﬁpf)mte
!nvo|ces & Consultant Invoices searwiiiezeglegjede:ﬁtg:dl\g;nd Hard Gopy as requested Monthly Consultant MSBA (w/ProPay
Reimbursement pp Y Sup : Submissions)
Monthly submission of work Architect
Construction Manager Monthly | completed. Reviewed by Architect E-mail
T Monthly CM PMA
Payment Requisitions and PMA, approved by Hard Copy as requested _—
L Building Cmte
Superintendent.
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Northeast Metro Tech

Project Team Communication Plan

P " . Typical
Deliverable Description Delivery Method | Frequency Distribution
PMA
Reimbursement from MSBA Monthly input into ProPay for Hard Copy & Monthly PMA Superintendent
reimbursement. Electronic Finance Director
MSBA
Change Notice - CM CM submits correspondence of a E-mail / hard As M Architect
Documentation change in condition at the site. copy encountered PMA
Change Issues Per the General Conditions of the contract

= Design/Pre-Con Phase

= Construction Phase

= Both Phases
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