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2.1.4 Approve the facilities program and any amendments. The facilities program is the planning
document from which the legislative budget request is generated and from which the
Architect/Engineer will develop plans and specifications. A deviation from the approved building
program requires a program amendment which has been approved by the Owner.

2.2 The University President's Authority (may be the President or designee) includes:
2.21 Prepare and approve the facilities program and any subsequent changes to the approved facilities
program.

222
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of the project. The Architect/ Engineer shall review the project with the University Project Manager
to determine which agencies should be consulted.

3.11  Utility Information and Service Requirements
The Architect/Engineer shall assure that all utilities and services required for the successful
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7 Rules of the Department of Environmental Protection.

.8 Rules of the area Water Management Districts.

9 Mechanical, Heating, Ventilating and Air Conditioning (HVAC) systems and equipment
design and installation shall comply with American Society of Heating, Refrigerating and Air
Conditioning Engineers, Inc. (ASHRAE) Handbooks; American Conference of Governmental
Industrial Hygienists Ventilation Manual; American Society of Mechanical Engineers' Unfired
Pressure Vessel Code; American Standards Institute (ANSI) standards, and Sheet Metal and
Air Conditioning Contractors National Association (SMACNA) standards.

.10 The Trench Safety as described in Sections 553.60--64 (Trench Safety Act), Florida Statues.

.11  Requirements for threshold buildings as described in Section 553.79 (Permits, Applications,
Issuance, Inspections), Florida Statues.

.12 Any codes applicable to the project which are enacted after the publication of this Guide.

3.13.3 The USF Fire Code Official (FCO) has statutory responsibility for review of all plans. Plans for
review by the FCO shall be coordinated through the BCA office.

3.13.4 The Architect/Engineer shall confer with the University Project Manager to determine those permits
to which the project is subject.
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4 Department of Environmental Protection (DEP), area District Office. All projects are
subject to the environmental requirements of the Department of Environmental Regulation.
The Architect/Engineer shall contact the area DEP office to determine the environmental
requirements for the project.

5 Southwest Florida Water Management District (SWFWMD), area District Office. All
projects are subject to the regulations relating to water management through the Southwest
Florida Water Management District office. The State University System is required to pay
the permit fee of the area Water Management District. The Architect/Engineer shall contact
the area Water Management District to determine the water management requirements for
the project.

3.14  Cost Estimates and Area Measurements

3.14.1 The Architect/Engineer shall ensure that an accurate cost estimate is provided with each design
submission. This cost estimate shall also include a comparison to the approved budget. The
approved budget is the amount included in the Architect/Engineer agreement. The
Architect/Engineer shall not design a project exceeding the approved budget without written notice
from the Owner that the budget has been increased. Unless otherwise indicated, space
measurements shall be made in accordance with the current edition of the State Requirements
for Educational Facilities (SREF), maintained by the Florida Department of Education.

3.14.2 Space measurements for the purpose of operating budget requests are slightly different from the
definition in SREF. In addition to square footage information provided based on SREF definitions,
the Architect/Engineer shall also provide the University with total square footages based on the
following criteria:

A Building Gross Square Feet: Determine the total building gross square feet by adding the
sum of the floor areas of the building included within the outside faces of exterior walls for all
stories, or areas that have floor surfaces. Gross area should be computed by measuring
from the outside face of exterior walls, disregarding cornices, pilasters, buttresses, etc.,
which extend beyond the wall face. Gross area should include basements (except
unexcavated portions), attics, garages, enclosed porches, penthouses, mechanical
equipment floors, lobbies, mezzanines, all balconies (inside or outside) utilized for
operational functions, and corridors, provided they are within the outside face lines of the
building. Roofed loading or shipping platforms should be included, whether within or outside
the exterior face lines of the building. Stairways, elevator shafts, mechanical service shafts,
and ducts are to be counted as gross area on each floor through which the shaft passes.
Exclude open courts and light wells, portions of upper floors eliminated by rooms or lobbies
that rise above single floor ceiling height, and non-enclosed covered walkways.

2 Net Assignable Square Feet: Determine the sum of room areas excluding non-assignable
areas. Room area is defined as the net area of the room in square feet, measured between
the inside surfaces of the walls and partitions. Non-assignable areas include interior
circulation space (including stairs), custodial areas, mechanical areas, structural areas,
public rest rooms, exterior circulation space (including stairs), elevators, and telephone/data
communication equipment areas.

.3 Covered Walkway Gross Square Feet. Measure floor area, excluding any areas which
were included in the calculation for Building Gross Square Feet in Subparagraph 3.14.2.1
above.

3.14.3 The format for the Architect/Engineer's Estimate Summary and Budget Comparison is shown in
PSG-Exhibit 4 (Estimated Building Construction Cost).

3.15 Building Program
3.15.1 The Architect/Engineer's execution of the Agreement implies acceptance of the building program
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unless there is sufficient justification, which must be well documented and specifically
approved in writing by the University.

ii. Use performance, descriptive, or reference standard specifications to the greatest
extent possible. If a manufacturer's name is used to establish a level of quality, when
possible, include three or more acceptable manufacturers which have been evaluated
and found to be equal in quality to the specification. Add “or approved equal” language
to product specifications which mention manufacturers by name but are not intended
to be proprietary. Substitutions of equal or better quality products must be approved
by the University Project Manager, prior to bid opening, as described in the General
Conditions of the Contract for Construction.

iii.  Sole source specifications must be recommended to the University and approved by
the University in writing in accordance with Section 255.04 (Preference to Home
Industries), Florida Statues.

.6 Augment, but do not repeat, the provisions contained in the Instructions to Bidders,
Conditions of the Contract and Contract Forms. In Divisions 02 through 49, likewise do not
repeat provisions contained in Division 01.

.7 The Architect/Engineer shall maximize the use of standard materials, standard methods of
construction, and standard specifications. Specifications for classification of work and
materials issued by an approved association, such as ASTM, ASA, ASME, etc., may be
included. Each referenced specification must be examined to ensure that it is suitable for
the intended purpose. When a small quantity of materials is needed, the reference to a
standard commercial product is sufficient.

.8 In referencing standard specifications, the Architect/Engineer shall: avoid reference to
specific paragraphs in the standard specifications which will limit the specification; avoid
repeated references to a standard specification within the same section of the specifications;
and, include types, classes, weights and such characteristics to ensure accurate description.

4.1.3 Final contract documents shall bear the professional seal and signature of the Architect/Engineer.

4.2 Errors and Omissions

4.2.1 The drawings shall be prepared using the industry standard of care so that change orders to
construction due to errors, omissions, inadequacies, or conflicts between various component parts
or with the specifications are minimized.

4.3 Conceptual Schematic Design

4.3.1 The conceptual schematic design phase requires the development of a concept or concepts for the
project. The early conceptual studies required by the agreement shall be sent to the University for
review and approval. For the final Conceptual Schematic Design submittal, the Architect/Engineer
shall present sufficient documentation, including perspective sketches and models, to ensure full
comprehension of the design solution. Formal models and perspective renderings are not required
as a Basic Service of the Agreement.

PROFESSIONAL SERVICES GUIDE PAGE 16 OF 37












PROFESSIONAL






7 Electronics and Instrumentation: system engineering concepts; site and location
considerations; antenna requirements such as types, separation, height, aircraft clearance,
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A Provide floor plan showing equipment layouts and single line layouts of supply and return
duct work.

2 Provide typical section of mechanical room showing equipment and duct work. Also include
typical section of space above corridor when used for ductwork, and typical section of space
above labs showing fume hood exhaust ducts.

3 Provide full descriptions of automated management systems proposed for use, including
current and future capabilities.

4 If fume hoods, fume hood exhaust systems, 100% outside air systems, animal care facilities,
clean rooms or other specialized HVAC system are required, additional requirements apply
(see Subparagraph
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3 Lighting and convenience outlet load.

4 Power load for building equipment such as heating, air conditioning, etc.

5 Loads for special operating equipment such as compressors, X-ray equipment, pumps, etc.,
and for power receptacle being provided to energize special equipment. Apply an
appropriate demand factor to each to compute a total demand load.

.6 Indicate the location of the main switchboard or power panels, light panels and all equipment
panels.

e Indicate type of wiring system, such as a rigid conduit, electrical metallic tubing, non-metallic
sheathed cable, and where proposed for use.

.8  The type of conductors such as rubber insulated, varnished cambric, lead covered, etc., and
their proposed location.

9 Show the location of all lights, power outlets, switches, etc.

.10 Describe the proposed pertinent standards of design such as voltage drop, lighting
intensities, and types of lighting fixtures.

.11 Describe the short-circuit duty required for all protective devices and switchgear.

.12 Indicate the requirements for the emergency electrical system.

.13 Ensure that the electrical information for the facility is fully coordinated with the site electrical
requirements and with the low voltage communications systems requirements.

.14 Provide any other information deemed necessary.

45.1.17 Communications, Electronic and Instrumentation Provisions:

A1 Provide sufficient information including engineering concepts for review purposes of the
systems proposed; i.e., intercom system, telephone system, public address system, radio
and antenna systems, television antenna systems, protection alarm systems, respond tie-ins
and any other data or systems deemed necessary.

2 Indicate equipment selection, including special equipment requiring development, research,

or bread-board methods to meet the requirements.

Site or location considerations.

Required radio paths and propagation.

Antenna requirements such as types, separation, tower heights, aircraft clearance, and area
requirements.

Antenna transmission lines, terminations and switching.

Bonding and grounding requirements.

Communication, control cables and radio links.

Test equipment, repair shop and spare parts storage requirements.

0 Equipment and instrumentation arrangement and space requirements indicating requirement

for racks, consoles, and for individual mounting.

.11 Wiring and cable requirements plus terminations.

.12 Power and lighting requirements, including emergency or standby requirements.

.13 Air conditioning requirements, including humidity and dust control requirements.

.14  Interference and clearance requirements.

45.1.18 Plumbing:

A Provide preliminary layout of utility lines and building construction service lines and
elevations and sizes fundamental to design.

2 Preliminary floor plans showing major horizontal and vertical services, the location and size
of fixtures, equipment and the number of persons served.

3 Preliminary building section showing riser and branch lines, fixtures and equipment.

A4 Provide the estimated number of fixture units in order, demand and GPM for all plumbing
fixtures.

s w

P ©o~No»

5 Provide the estimated minimum and maximum water pressure at each building.

.6 Indicate the type of heater and capacity for hot water supply.

7 Additional details as necessary to describe or clarify any other conditions.
45.1.19 Fire Protection:

A Indicate service hydrant, stand pipe, test valve, and fire pump locations.
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3 Color Schedules. The specifications and drawings shall indicate the actual colors or color
ranges chosen to be used on the project. The Architect/Engineer shall also submit a
complete listing of colors to be used, including pallets and material samples as necessary.

4.6.2 50% Construction Documents Phase.

The Architect/Engineer shall submit construction documents in sufficient detail to provide scale
layout of major HVAC/electrical equipment in the mechanical and electrical rooms and design detalil
for the components of the building. All items addressed in the Design Development documents
shall be included in the construction documents. The 50% Construction Documents shall include
complete draft specifications (handwritten notes and strike-outs are acceptable) and preliminary
major mechanical/electrical/plumbing equipment schedules. The 50% Construction Documents
submittal shall also include the Architect/Engineer's Estimate of Probable Construction Cost.
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5.1.1.4 The call for bids for all construction projects will be advertised in the Florida Administrative Register
(FAR) thirty (30) days prior to the bid date. The University Project Manager will place the
advertisement in the FAR.

5.1.1.5 Upon written notice from the University Project Manager, the Architect/ Engineer may be asked to
place a legal advertisement for bids with a newspaper with sufficient circulation in the project area.
The advertisement is to run two (2) times, one (1) week apart, with the first advertisement appearing
at least thirty (30) days prior to the bid date and at least five (5) days prior to any pre-bid conference.
The cost of advertising is a reimbursable expense to be handled in accordance with Paragraph
7.2 (Reimbursable Expenses) herein.

5.1.1.6 The Architect/Engineer is responsible for distributing the drawings, specifications and addenda to
bidders and other interested parties; for collecting and accounting for plan deposits and purchase
monies; and for paying printing, handling, and mailing costs. Bidders should be instructed to make
checks for deposits for bidding documents payable to the Architect/Engineer. The
Architect/Engineer shall account for the distribution and sale of all project documents using the
format shown in PSG-Exhibit 9 (Document Distribution Record). Costs for printing and distribution
are reimbursable expenses to be handled in accordance with Paragraph 7.2 (Reimbursable

Expenses) herein.

5.1.1.7 During the bidding period, addenda shall be issued by the Architect/ Engineer to clarify or modify
the construction documents as necessary. Copies of all addenda shall be transmitted to the
University Project Manager. The Architect/Engineer shall not issue oral explanations to the
meaning of the drawings and specifications, and oral instructions shall not be given before the
award of the contract. Addenda shall be kept to an absolute minimum and shall not be used with
the original issuance of the contract documents as a means of correction. Addenda shall be issued
in accordance with the Instructions to Bidders section of the Project Manual.

5.1.2 Opening of Bids
5.1.2.1 The bidders are required to deliver their bids at the location specified in the contract documents.
None of the parties present at the bid opening shall accept a bid after the published time of opening.

5.1.2.2 The University Project Manager will receive and open the bids. The Architect/Engineer shall attend
and assist in the bid opening. The Architect/Engineer shall supply bid tabulation forms for the
bidders' use during the bidding. The format for the bid tabulation form is shown in PSG-Exhibit 10

(Bid Tabulation).

5.1.2.3 The Architect/Engineer is responsible for completing the bid tabulation and recording the bids. The
bid tabulation shall be originally prepared in ink as each bid is read aloud. The Architect/Engineer
secures the signature of the University Project Manager and signs, and submits the original bid
tabulation to the University Project Manager.

5.1.3 Award of Contract

5.1.3.1 The project will be awarded as described in the Instructions to Bidders in the Project Manual. The
Architect/Engineer shall provide the University Project Manager with a recommendation for award
of the construction contract on form: PSG-Exhibit 11 (Construction Contract Fact Sheet) as soon
as possible after bid opening. For threshold buildings, the Architect/Engineer's recommendation
for award shall be accompanied by a structural inspection plan in accordance with the
Supplementary Conditions of the Project Manual. The University president makes the contract
award.

5.1.4 Preparation and Execution of Contract
5.1.4.1 The University Project Manager will coordinate with the appropriate University staff for the
preparation of the contract, execution by the contractor and execution by the president.

5.1.4.2 The University will forward the executed contract to the contractor with a Notice to Proceed. For
threshold buildings, the Notice to Proceed will be accompanied by the approved structural
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inspection plan. A copy of the Notice to Proceed and the contract will be provided to the
Architect/Engineer.

5.2 Construction Management Projects and Design/Build Projects

5.2.1 Guaranteed Maximum Price Proposal Review. The Construction Manager (CM) or Design and
Construction Services Team (DCST) develops a Guaranteed Maximum Price (GMP) proposal. The
CM or DCST must state any assumptions made due to unfinished construction documents. The
Architect/Engineer reviews and recommends that the U
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2 Payment requests.
3 Change orders.
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6.3.5.2 The Architect/Engineer shall provide one copy of the shop drawings at the time of approval to the
University Project Manager. The Architect/Engineer shall consult with the University Project
Manager to determine the number of sets shop drawings, operations and maintenance manuals,
guarantees, warranties, etc. which will be required at the completion of the project. The
Architect/Engineer shall include this requirement in the project specifications.

6.3.5.3 The Contractor is required to maintain a record set of drawings, specifications, addenda, change
orders, and other modifications. These shall be marked to show all deviations in actual construction
from the contract drawings for transfer through the Architect/Engineer to the University Project
Manager upon completion of the project. The Architect/Engineer is required to prepare a final set
of CAD record drawings updated per the contractors recorded (As-Built) changes. In this event,
an additional services authorization must be approved by the University before this service is
provided.

6.4 Clarification of Drawings and Specifications
6.4.1 The Architect/Engineer shall ensure that changes to drawings and specifications prepared in
response to a request by the Contractor for clarification do not change the scope of the project.
Changes in scope shall be handled by change order. Clarifying drawings shall contain the
statement:
If the clarifying drawings or specifications modify the scope of the basic contract, the Contractor
shall notify the Architect/Engineer immediately. Copies of any clarifying drawings or
specifications and the Architect/Engineer's transmittal shall be supplied to the University
Project Manager.

6.5 Applications for Payment

6.5.1 The Architect/Engineer shall meet with the University Project Manager and the Contractor to
discuss handling Applications for Payment. They shall establish a day to be used for pay request
cutoff. The Contractor shall be told that the request for payment must relate to the approved
Schedule of Values by number. The Contractor shall be told to prepare a list of materials, including
description and quantity, stored on the site at the end of the period covered in the payment request
on the Contractor's letterhead. The date on this list must match the date on the certificate for partial
payment. The materials covered by the request for payment may not be removed from the site
after payment has been made.

6.5.2 The Architect/Engineer shall address Applications for Payment as outlined in the Project Manual
and shall determine that:

A All information required for the request for payment is provided and properly executed.

2 The value of the work done or properly stored has been accurately evaluated as of the day
of the cut-off.

.3 The appropriate amount of the retained percentage has been deducted.

A4 The correct total of preceding certificates for payment have been deducted.

5
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6.6.2 The Architect/Engineer shall prepare each Change Order and Construction Change Directive
showing all the information and backup needed. Change Orders shall be supported by a written
cost proposal from the Contractor
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6.9.3 The Architect/Engineer shall prepare the Certificate of Substantial Completion, and submit four
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7.3.1.4
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compensated for actual hours worked. Overtime rates are not allowable unless specifically
requested and approved in the Additional Service Authorization.

2 Consultants' costs must be also supported by a copy of the consultant's invoice. The
invoice must be marked "approved" and signed by the Architect/Engineer.

3 Travel costs, when included in an authorization, may only be compensated within the limits
provided in Section 112.061 (Per-diem & Travel Expenses), Florida Statues. The
University’s travel policy may be found on the University’s website. When authorized, submit
PSG-Exhibit 6 (Voucher for Reimbursement of Travel Expenses).

4 Permitting costs must be supported by a copy of the invoice from the permitting authority
indicating the type of permit.

7.3.2.5 Reimbursable Expenses:
A Printing Costs:

i The Architect/Engineer may only invoice for printing costs when the project has been
successfully awarded to a bidder. If the project cannot be awarded due to no fault of
the Architect, however, the Architect/Engineer may invoice for printing costs.

ii. Invoices for printing of bidding documents must be supported by a completed form
PSG-Exhibit 9 (Document Distribution Record) and a completed form PSG-Exhibit 13
(Contract Documents Cost Recap Sheet).

iii.  Receipts for all printing, copying and mailing costs. Receipts must be legible. Figures
included on the Contract Documents Cost Recap Sheet must be supported by
highlighted figures on the receipts, and attaching an adding machine tape which
supports the individual figures and overall totals.

2 Advertising Costs: An invoice for advertising costs must be supported by a copy of the text
of the advertisement, a copy of the invoice from the newspaper and a statement from the
newspaper certifying the legal ad was published.

7.3.3 Past Due Billings: If there are past due billings when the next invoice is prepared, do not invoice
for those services a second time. Include these amounts in the "Less Previously Billed" column.
Inquiries concerning the status of an invoice should be directed to the University.

7.3.4 Invoice approval process: Invoices are submitted to the University. After approval, a voucher is
prepared and sent to the University accounting office, and then the University Comptroller’s Office,
where the warrant is issued to the Architect/engineer.

END OF PROFESSIONAL SERVICES GUIDE (PSG)
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