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____________________________________________________________________________________________

Instructions to CPD Project Manager 
A. Utilization of this Document Review Process requires approval of the Process Partners – Project Review Committee.  The guidelines for utilizing this process are:

1. The Project should be moderate in scope with medium risk.

2. UW staff required for over-the-shoulder review is provided three days for review.

3. The Project has expedited schedule requirements. 
B. UW Staff Final Review requires the standard 2 weeks, unless agreed otherwise with the Process Partners. 
C. Meetings identified in this Attachment C may be deleted, as appropriate, to conform to the negotiated A/E services.

D. When complete, fill in the Project Name and Number in the Header, delete these highlighted instructions, and forward to the Contracts Office for inclusion in the A/E Agreement.

____________________________________________________________________________________________

ATTACHMENT C

DOCUMENT REVIEW PROCESS 
This Document Review Process outlines those steps which relate to the processes of Project initiation and document reviews required by the Owner.  
GENERAL REQUIREMENTS 

A. Review during Project development will be conducted in “over-the-shoulder” meetings that shall discuss the Project requirements, approximating the headings and items identified in Attachment B for the Project’s Phase, for a detailed review of the information.  A set of in-progress documents shall be available for each meeting.
B. Participants shall include the A/E and its sub-consultants, the UW Capital Planning & Development Office Project Manager (UW Project Manager), and other Owner representatives, including the Project client, Owner’s consultants, Environmental Health and Safety (EH&S), UW Information Technology (UW-IT), Campus Engineering, and Facilities Services, as appropriate.  
C. The A/E shall provide date-stamped review documents and an agenda one (1) week prior to each “over-the-shoulder” meeting for Owner’s review, unless otherwise agreed by Owner
D. The A/E shall prepare and distribute minutes of each meeting documenting the meeting discussions, including all clarifications and  resolutions of Project issues and/or features, and recording open action items identifying persons responsible for the items with due dates, to all attendees within two (2) working days of each meeting.  Meeting minutes shall be reviewed at each subsequent meeting to ensure their accuracy.
E. The A/E shall provide Owner a list of exceptions, if any, to the Project’s requirements entitled Exception to Project Requirements List and a list of open action items at each meeting. 
F. Owner will conduct a final review for A/E’s response and resolution.  All comments will be submitted and resolved on the Owner’s REVIEW COMMENT RESOLUTION FORM, Attachment E.
PART I - PRELIMINARY DESIGN PHASE
The Document Review Process begins during the Preliminary Design Phase.  
1.
Project Kick-off Meeting:
a. Attendance shall include:  the A/E, all A/E sub-consultants, UW Project Manager and other Owner representatives, as appropriate.

b. The UW Project Manager will:  introduce the Project team members; review the Project scope, schedule, and Maximum Allowable Construction Cost (MACC), and; review the application of the University Design Guides.
c. The A/E shall:  review codes, laws and policies affecting the Project; review details of the Project, identifying affected features and systems and issues to be addressed; review Attachment B deliverables, and; schedule the “over-the-shoulder” review meetings for the Phase.

2.
“Over-the-Shoulder” Review Meetings:  Shall occur as required for the Project.
3.
Project’s Client Review Meeting: 

The A/E shall meet with the Owner’s Project client to describe the functional detail of the design documents, and to document the Project client’s approval of the design submittal.  This meeting may be conducted with an “over-the-shoulder” meeting at the Owner’s sole discretion.
When the Preliminary Design Phase documents are approved, the UW Project Manager will send notice to the A/E of such approval, subject to any written actions, modifications, or additional design information required which shall be provided by the A/E during the Construction Documents Phase.

PART II - CONSTRUCTION DOCUMENTS PHASE

4.
“Over-the-Shoulder” Review Meetings:  Shall occur as required for the Project.

5.
Final Review:

Upon receipt of the final Construction Documents, Owner’s reviewers will evaluate aspects of the Project relevant to their discipline.  Reviewers will prepare written comments for submittal to the UW Project Manager prior to the announced deadline. 
Comments, Responses, and Resolution:

a) The UW Project Manager will receive, clarify, and edit duplicate review comments and comments requesting new requirements in consultation with the reviewers and submit the comments to the Architect for response.

b) The UW Project Manager will review the A/E’s written responses to ensure the resolution is clear and appropriate for the Phase, distribute the A/E’s written responses to reviewers and request sign-off of the responses and/or notification of unresolved comments prior to the announced deadline.  
c) If unresolved comments remain after the Owner’ response/sign-off the A/E shall continue to work to provide solutions acceptable to the Owner that shall be reviewed with the Owner for sign-off, allowing time for Contractor bidding, unless otherwise agreed by Owner.

6. Acceptance Panel Review Meeting:
Purpose:

Prior to approval of the Construction Documents a determination will be made by the Owner that the documents are acceptable for bidding. 

Process:

The A/E and its sub-consultants shall make presentations to the Owner’s representatives to explain the Construction Documents and to demonstrate compliance with the Project’s program requirements, the approved Design Development documents, and the Owner’s review comments.  Discussions shall be convened by discipline, approximating the headings of Attachment B, for a detailed review of the information.  The meeting shall include time for discussion, questions, and answers.  All previous meeting minutes action items shall be resolved and the resolutions shall be recorded in minutes of each discussion.  

A set of final Construction Documents shall be present at the meeting.

When the Construction Documents are approved for the Bidding Phase, the UW Project Manager will send notice to the A/E of such approval, subject to any written actions or required addenda modifications.

End of Attachment C
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