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Scope of Work for Construction Management Services 
for the Annex, Parking Deck, and Juvenile Assessment 
Center (JAC) buildings 

 

1. GENERAL 

The Construction Management Team (CM-T) will provide services in support of 
Seminole County Public Works Department (Owner) staff during project construction of 
this design build projects. Acting as Owners Representative the CM-T will participate in 
the following phases:  

 Pre-Bid 

 Bid 

 Construction Administration 

 Construction Close Out 

The Owner will contract directly with the construction Contractor and will be actively 
involved in the construction process to make decisions, provide recommendations, and 
perform other actions necessary for the completion of the construction.  

The Construction Management Team must be knowledgeable of all Seminole County 
delivery Standards, Specifications and General Conditions. The CM-T will review the 
Design Criteria and scope of construction for the design build projects and be 
knowledgeable of them to assure the Owner that the design documents, shop drawings, 
all submittals and the construction of the buildings are all in alignment and consistent 
with the Design Criteria and the Scope of Construction.  

 

2. PERSONNEL 

Provide competent personnel qualified by experience and education. Submit to the owner 
the names of personnel proposed for assignment to the project, including a detailed 
resume for each containing education and similar experience.  

Construction Manager 

The Construction Manager must have a Bachelor’s degree in Civil Engineering, 

Architectural, Construction Management or closely related field with 6 years of similar 

experience managing similar construction projects. The Construction Manager must be a 

Registered Architect or a Registered Professional Engineer in the State of Florida. 

The Construction Manager is responsible for management and oversight of the 

construction project or projects that he/she is assigned. The Construction Manager 

responsibilities are as follows: 
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o Field administration and coordination of construction contracts. 

o Moderate and participate in construction meetings during each phase of the design 
build construction contract. 

o Manage CM-T inspectors assigned to his/her project. 

o Monitor contractor compliance with Plans and Specifications. 

o Review recommendations made to contract modifications and pay requests. 

o Act as liaison for construction related issues between Seminole County Public Works 
and Contractor. 

o Prepare and review construction project documentation deliverables as required by this 
work order. 

o Review project closeout and final record documents and provide recommendations. 

o Review change orders received from the contractor, prepares estimates as needed for the 
owner and assist in negotiating with the contractor. 

o Review and provide approval or rejection recommendation of Contractor pay 
applications. 

 

Design Review Team 

The Design Review Team must have a Registered Architect in the State of Florida 
capable of reviewing architectural plans and specifications to assure the Owner that the 
plans are addressing all project needs and that the plans are in alignment and consistent 
with the Design Criteria and scope of construction. The Architect must have 4 years of 
experience designing or reviewing similar projects. 

The Design Review Team must have a Registered Professional Engineer(s) in the State of 
Florida capable of reviewing all project documents, plans and specifications, shop 
drawings, submittals, etc. The Registered Professional Engineer(s) must be capable of 
reviewing all engineering disciplines such as but not limited to (Civil, structural, 
electrical, mechanical, HVAC, plumbing, fire suppression system, etc.). The engineers 
must have 4 years of experience designing or reviewing similar projects. 

o The review team will review all disciplines of the plans, specifications and submittals 
provided by the Contractor to make sure that they are in alignment and consistent with 
the project Design Criteria and scope of construction. 

o The review team will review all disciplines of the plans for all disciplines, specifications 
and submittals provided by trades, suppliers and support resources contributing to the 
delivery of the project.  

o The review team will review all shop drawings to make sure the construction is in 
alignment and consistent with the Design Criteria, scope of construction and the project 
design plans. 
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Inspector / Senior Inspector 

Inspector / Senior Inspector must have 4 years of similar experience in inspecting 
similar construction projects. 

o Inspect construction for conformance with the contract documents. 

o Record construction activities on a daily basis. 

o Notify Construction Manager of any observed deficiencies or deviations from contract 
specifications.  

o Monitor witness testing, as required, for quality assurance. 

o Monitor contractor materials testing procedures. 

o Observe/report to CM on contractor non-compliance with safety requirements. 

o Conduct inspections of all trades and support functions participating in the delivery of 
the project. 

 

Office Engineer/Document Controls/Project Assistant 

Office Engineer/Document Controls/Project Assistant must have 4 years of similar 
construction experience. 

o Coordinate administrative works that include processing and reviewing of progress 
payments for contractors. 

o Coordinate distribution and review of contract submittals. 

o Prepare correspondence and documents related to project. 

o Prepare, file and distribute documents for CM-T and Owner as related to the 
construction contract. 

o Prepare project records with details such as field progress, field conditions, equipment 
use and corrective actions. 

o Prepare monthly report on progress of assigned project with assistance of schedules, 
costs spreadsheets and perform analysis on same. 

o Coordinate compilation, archiving and distribution of close out document, as-builts and 
record drawings. 

 

3. CONSTRUCTION MANAGEMENT SERVICES 

Services During Bid, Construction and Close Out Phases 
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The CM-T will provide services administering the contract for construction, monitoring 
the contractor’s performance, processing design and technical submittals, and closing 
out the contract for construction. The CM-T will coordinate with the contractor and will 
keep the Owner advised of the progress of the construction.  

Bid Phase  

o The CM-T will assist with the planning of and participate in one pre-bid meeting and 
one pre-award meeting. 

o The CM-T will plan and facilitate one pre-construction conference with the Contractor 
and Owner to review the project communication policy, coordination of documentation 
submittals, requirements and format of contractor schedule submittals and discuss the 
Contractor’s general work-plan and requirements for the project.  

Construction Phase  

o The CM-T will facilitate weekly progress meetings with the Contractor and Owner staff.  
Weekly meetings will be attended by the CM-T construction manager. Meeting minutes 
will be prepared and distributed by the CM-T.  

o The CM-T will receive and log communications from the Contractor and will coordinate 
communications between Owner and Contractor.  

o The CM-T will distribute County-approved field instructions, orders or similar 
documents, during construction. 

o The CM-T will confirm that the required permits have been obtained and submitted by 
the Contractor. The CM-T will monitor the status of permit applications and document 
completion of permit close-out.  

o The CM-T will receive and review the Contractor’s requests for payment. The CM-T will 
determine whether the amount requested reflects the progress of the Contractor’s work 
and is in accordance with the contract for construction.  

o The CM-T will provide reports of project progress as required to meet Owner’s 
reporting requirements. 

o CM-T will review the Contractor’s construction schedules and verify that they are 
consistent with the requirements of the plans and specifications and the Project Master 
Schedule.  CM-T will advise the Contractor of any areas where the schedules are not in 
compliance with the plans and specifications.  CM-T will provide comments to the 
County to assist the County in approving, accepting or taking other action on the 
Contractor’s schedule, in accordance with the plans and specifications. 

o CM-T will review the Contractor’s periodic schedule updates or other schedule 
submissions.  CM-T will advise the Contractor if the updates or other submissions are 
not in accordance with the plans and specifications.  CM-T will provide comments to the 
County regarding the updates or other submissions. 

o CM-T will review information submitted by the Contractor regarding the effect of 
proposed or issued Change Orders upon the construction schedule, duration and 
completion date. The CM-T will gather information on these changes in order to provide 
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an analysis of this data to the County. CM-T will advise the County as to the potential 
impact of proposed or issued Change Orders.  CM-T shall assist the County in 
discussions with the Contractor concerning the potential impact of proposed Change 
Orders.   

o CM-T will provide weekly reports to the County as to the status of the construction 
schedule, date of completion, contract price, retainage, pending changes to the contract 
price or completion date and other issues material to the cost and time for completion of 
the construction.  These reports will be combined with the monthly change order 
reports. 

o CM-T shall request from the Contractor a schedule of values that allocates the contract 
price to the activities of the Contractor’s construction schedules.  CM-T shall review the 
schedule of values for reasonableness and conformance with the contractor’s schedule of 
work. 

o CM-T will provide data to the Owner to update the Project Budget, Cost Control system 
and Cash Flows during the construction.  Such updates shall include all progress, 
payments, approved and pending changes during the project.   

o CM-T shall monitor and report on potential changes, claims and other identified matters 
that may have an impact on the contract price and project budget. 

o CMT-T will verify that the Contractor is preparing as-built drawings, and other as-built 
or record documents by reviewing these documents each month at the time the 
Contractor submits their pay request.  When transmitted by the Contractor, CM-T will 
review these for completeness and shall transmit these to the County.   

o CM-T will coordinate, monitor and report on all requests and activities initiated by 
agencies and other stakeholder holding a vested interest in the project. CM-T will 
coordinate with all Seminole County departments and other agencies and utility owners 
as needed. 

o The CM-T will provide a letter(s) to the owner assuring that the construction is in 
alignment and consistent with the Design Criteria, Scope of Construction and according 
to the design plans and specifications.  

o The CM-T will assure that the plans and construction activities meet all jurisdiction 
requirements and building code.  

 

Construction Phase – Design Support 

o The CM-T will coordinate and assist with submittal reviews, processing of requests for 
information, processing of change requests and design of necessary changes during 
construction. 

o The CM-T will review submittals, shop drawings, requests for information and 
associated documents for compliance with intent of construction documents, compliance 
with Seminole County standards, alignment and consistent with the Design Criteria and 
Scope of construction. 

o  The CM-T will assist with certification of completion for permits. 
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o The CM-T will assist with review of the as-built drawings. 

o CM-T will obtain from the Contractor a proposed shop drawing and submittal schedule, 
which shall identify all shop drawings, samples and submittals required by the plans 
and specifications, along with the anticipated dates for submission. 

o The CM-T will provide a letter(s) to the owner assuring that the design is in alignment 
and consistent with the Design Criteria and Scope of Construction.  

o The CM-T will review the design documents, provide comments, review contractor’s 
responses, follow up on comment responses until they are resolved.  

 

Construction Close Out Phase 

o CM-T will assist the County in closing out the plans and specifications and 
commencement of the County’s use of the completed work. 

o CM-T will assist the County in issuing documents for substantial and final completion 
and acceptance of the work. 

o CM-T will advise the County on final payment, release of retention, and release of 
insurance and bonds. 

o CM-T will coordinate with the Construction Contractor for submission and review of 
required manuals for operation and maintenance provided by the Contractor and for 
training of the Owner’s staff by the Contractor. 

o CM-T will coordinate with the Construction Contractor for the submission of required 
warranties, guarantees, lien releases and other similar documents as required by the 
plans and specifications.  

o CM-T will advise the County as to the acceptability and compliance of these documents 
with the plans and specifications. 

o CM-T will assist with the recording of project documents and records.  These shall 
include as-built drawings, final cost report, as-built schedule and a project close-out 
report.   

 

4. FIELD INSPECTION 

Field Office 

o CM-T will staff a field office provided by the Contractor on the project site during 
construction working hours. 

Review of Work 

o CM-T will monitor the Contractor’s compliance with the quality control requirements in 
their plans and specifications.   

o CM-T will conduct daily on-site inspections of the Contractor’s work for the purposes of 
determining if the work generally conforms to the plans and specifications and that the 
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integrity of the design concept as reflected in the plans and specifications has been 
implemented and preserved by the Contractor.   

o CM-T will supervise field inspection staff, who will prepare written reports, diaries or 
other records of their observations. 

o CM-T’s inspection staff will arrange for monthly photographs of the work in progress by 
the Contractor, which will be made available to the County. 

o CM-T will accompany Construction Contractor Design Engineer during periodic 
reviews of project site. Notes and observation of the inspection will be recorded by the 
CM-T. 

Deficient and Non-conforming Work 

o Should CM-T discover or believe that any work by the Contractor is not in accordance 
with the plans and specifications, or is otherwise defective, not conforming to 
requirements of the contracts or applicable rules and regulations, CM-T shall bring this 
to the attention of the Contractor, Site Manager and the Owner. CM-T shall thereupon 
monitor the Contractor’s corrective actions and shall advise the County as to the 
acceptability of the corrective actions.   

Factory and Performance Testing 

o CM-T will coordinate with the Contractor, and the County, to provide factory and 
performance testing of equipment and materials off-site, as specified in the plans and 
specifications.  The cost for staff to attend and witness factory testing for a one-week 
period will be included in the CM-T’s cost to perform the work.   

Regulatory and Third-Party Testing and Inspections 

o CM-T will monitor the Contractor’s coordination of inspection and testing by regulatory 
and third-party agencies that have jurisdiction over the project and assure appropriate 
Owner staff are notified in advance when equipment is to be tested. 

Substantial and Final Completion 

o CM-T will assist the County with inspections at substantial and final completion, in 
accordance with the plans and specifications.  CM-T will prepare up to two (2) separate 
punch lists of items requiring completion or correction.  CM-T shall make 
recommendations to the County regarding acceptance of the work based upon the 
results of the final inspection. 

Specialty Inspections 

o As an additional service CM-T will provide Specialty (Threshold) inspections as needed. 

Independent Testing, Inspection and Survey Services  

o The CM-T will monitor Contractor provided testing, inspection and survey services and 
will file testing reports as received from the Contractor. 
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5. CHANGE MANAGEMENT 

Minor Variations in the Work  

o CM-T, with the approval of the Owner, may facilitate minor variations in the work 
which do not involve an adjustment in the Contractor’s contract price nor time for 
construction and are not inconsistent with the intent of the contract documents as 
directed by the Owner.  

Review of Contractor’s Requested Changes  

o The CM-T will review all Contractor requested changes to the contract for construction. 
The CM-T will make recommendations to the Owner regarding the acceptability of the 
Contractor’s request and, upon approval of the Owner, assist the Owner in negotiations 
of the requested change. Upon agreement and approval, the CM-T will coordinate with 
Contractor to prepare final change order documents.  

o CMT-T will provide monthly reports to the County about the status of Proposals and 
Change Orders.  The report shall include proposed Change Orders, issued Change 
Orders, pending Change Orders, and Change Order amounts. 

 

Claims and Disputes  

The CM-T will receive, log, and notify the County about letters and notices from the 
Contractor concerning claims or disputes between the Contractor and the County 
pertaining to the acceptability of the work or the interpretation of the requirements of 
the contract for construction. The CM-T will review all such letters and notices and will 
discuss them with the Contractor as necessary to understand each such claim or dispute. 
The CM-T will advise the County regarding the Contractor’s compliance with the 
contract requirements for such claims and disputes. CM-T will assist the County in 
discussions with the Contractor to resolve claims and disputes.   

CM-T will undertake review, investigation and analysis of Contractor claims and 
disputes and provide written responses to the County in accordance with the claims and 
disputes procedures in outlined in the County General Conditions. 

 

6. SERVICES DURING CLOSEOUT PHASE 

Substantial and Final Completion  

o The CM-T will assist the Owner with inspections at substantial and final completion. 
The CM-T shall make recommendations to the County regarding acceptance of the work 
based upon the results of the final inspection. The CM-T services will include the 
following:  

 Preparation and distribution of a punch list identifying items which are 
required to be completed before issuance of substantial completion. 

 Preparation and distribution of a punch list identifying items which are 
required to be completed before issuance of final completion and 
acceptance of the work. 
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 Monitor the progress of the Contractor as-built drawings and submittal of 
Seminole County construction closeout forms. Coordination with the 
Contractor for the submission of required manuals provided by 
equipment suppliers for operation and maintenance. 

 Coordination with the Contractor for the submission of required 
warranties, guarantees, lien releases and other similar documents as 
required by the contract for construction. 

7. SAFETY 

o The CM-T will manage the health, safety and environmental activities of its staff and the 
staff of its subcontractors to achieve compliance with applicable health and safety laws 
and regulations.  

o The CM-T will notify affected personnel of any site conditions posing an imminent 
danger to them which the CM-T observes.  

8. DELIVERABLES 

o The CM-T will provide the following deliverables for each construction project 
identified in this work order. 

 Monthly progress report 

 Preconstruction Meeting Agenda and Minutes 

 Weekly Construction meeting agenda, minutes and status report 
including schedule and financial detail.  

 Written reports, diaries or other records of inspections. 

 Documents, forms, reports or letters prepared by the CM-T which 
document specific instruction or agreement with Owner, Contractor or 
other agency which is of significance to the completion of the contract for 
construction 

 Substantial and Final completion punch lists. 

9. ADDITIONAL SERVICES 

o CM-T will furnish the following services upon authorization of the Owner and 
agreement on compensation. 

 Threshold /Special Inspection services for structures 

 Material / Geotechnical Testing and Analysis 

 Construction and Design survey services 

 Services necessary due to the default of the Contractor. 

 Services for participation in litigation or alternative dispute resolution of 
claims. 
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 Miscellaneous and supplemental services related to the project as 
requested by the County. 

 Services as requested by the County in addition to those currently 
defined under the scope for operation and use of the completed project. 
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