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Utah 3/00


INSTRUCTIONS FOR

PREPARING AND PROCESSING

CONTRACT DOCUMENTS (RUS 1780)

THE FOLLOWING INSTRUCTIONS HAVE BEEN PREPARED TO ASSIST IN PREPARING CONTRACT DOCUMENTS FOR CONTRACTING WATER AND WASTEWATER CONSTRUCTION WORK WHICH IS FINANCIALLY ASSISTED WITH RURAL DEVELOPMENT LOANS AND/OR GRANTS.  THEY SHOULD BE CAREFULLY FOLLOWED TO MINIMIZE REVIEW AND APPROVAL TIME AND EFFORT.

1.
Definitions:

a.
The term "contract document" as it applies to these instructions refers to each set of documents which contains terms, instructions, agreements, drawings and specifications which apply to and describe the work intended to be performed.

b.
The terms of the “Engineer” or “Architect” as they apply to these instructions refer to the person or firm retained by the Owner to represent them on the technical aspects of the project.

c.
The term “Owner” as it applies to these instructions refers to the sponsor of the project for whom the work will be performed.

2.
Table 1 and Attachment A, list the USDA Rural Development required contract documents.  Each set of contract documents should include, but not be limited to, these items.

These documents or the information contained thereon must become part of the contract document when USDA Rural Development participates in the project.

Most of the required Documents downloaded from Rural Development’s home page on the Internet.  All documents may be obtained from Rural Development’s State Office in Salt Lake City, Utah.

Contract documents on Rural Development’s Internet site are index as:

http://www.usda.gov/rus/water/regs-bulletins.htm

· B 1780-13 Construction Contract Documents-Standard Form [Corrected 7-30-97], includes documents ‘A’ through ‘K’, except ‘G’.

· B 1780-14  RUS Supplemental General Conditions [Corrected 7-30-97]  (Document ‘G’)

http://www.usda.gov/rus/water/ees/englib/contract.htm


Documents:  L, 1., 2., 4., 5. and 6.

The documents marked ‘optional’ in Table 1 are provided for administration of construction contracts funded by Rural Development.  These documents are not required to be bound in the contract document sets, but should be used for communicating actions required while the contract is active.  

3.
Each agency involved in the project should be consulted regarding their applicable labor requirements.  Applicable state and local labor requirements must also be included in the contract document.

4.
The Special Provisions are optional and may or may not be needed in the contract.  This section is normally used to describe special requirements or conditions that will apply to the project.  Requirements or conditions which significantly affect payment of work, availability of work, or coordination and scheduling of work should be brought to the attention of bidders by supplementing the “'Information for Bidders” with a brief description of the requirement or condition.  A more detailed explanation can then be provided in the Special Provisions.

5.
The technical specifications and drawings should be prepared by the Engineer or Architect using the best available technical expertise and procedure.  Care should be taken to assure that the drawings and specifications are legible and clearly reflect the intent of the designer to a contractor.  Special effort should be made to assure, that the drawings and specifications will provide the facility (or facilities) needed by the Owner.  The Owner's concurrence (signature) must show on both the drawings and specifications.

6.
When a complete set of contract documents, including drawings, is assembled and ready for advertisement, one copy should be submitted to the Rural Development Engineer for review and comment.  This review must be completed prior to formal advertisement and may take up to 60 days for completion.  Review and acceptance of the contract document or its components by any other involved agency must be completed prior to full acceptance by Rural Development.

7.
Before formal advertisement begins, the Engineer or Architect must obtain approval from the Rural Development Engineer who will check to see that compliance with Rural Development's conditions for financing are being met by the Owner before issuing such approval.

8.
Following advertisement and receipt of bids, the Owner must evaluate the bids thoroughly to assure they comply with all of the terms of the contract documents.  Two copies of the bid tabulations with the Engineer's recommendations for award should be, forwarded to the Rural Development Engineer.  When an acceptable bid, which is within the limitations of the planned funding for the project, is received, and after consulting with the Rural Development Engineer, the Owner may then issue a Notice of Award to the bidder.  This will initiate action on the part of the Contractor to provide the final documentation (Agreement, Performance and Payment Bonds, EEO Compliance, etc.) for execution of the contract.

9.
When the selected Contractor has submitted the final documentation, fully completed according to the terms of the contract, the Engineer or Architect should prepare at least four (4) sets of the executed contract documents.  Each set must contain original signatures.  (Additional sets may be required when other funding agencies are participating.)  These documents should be checked for proper and complete execution, bound neatly, and forwarded to the Owner's Attorney for review.

10.
The Owner's Attorney must review and certify on the “Certificate of Owner's Attorney” in the Rural Development Supplemental General Conditions, as to the adequacy of the contract documents.  Special care should be taken to ascertain the evidence of power of attorney, insurance requirements, and payment terms are properly and accurately provided.

11.
Following the Owner's Attorney's review and certification, the four (4) sets of executed contract documents should be submitted to the Rural Development Engineer for final review and concurrence. Rural Development 's legal counsel and Engineer will review the documents at this point and, providing that all requirements of the contract are properly met, the Rural Development Engineer will sign the concurrence, retain one set and return the remaining sets to the Owner.

12.
The Notice to Proceed should not be issued until the executed documents have been concurred to by Rural Development.  The Owner should not allow work to begin on the project in anticipation that the contract documents will be properly executed and approved.

13.
The Notice to Proceed can be issued by the Owner upon receipt of the approved contract documents.  The date set to begin work should be carefully coordinated with the Rural Development Engineer so a pre-construction meeting can be arranged prior to the start of construction.

14. A pre-construction meeting must be held prior to the beginning of construction.  This meeting must be attended by the Owner, the Project Engineer or Architect, Resident Inspector, other participating agency representatives, and the Rural Development Engineer.  The purpose of this meeting is to provide an occasion when all parties involved in the contract can meet with the Contractor to coordinate schedules and resolve any questions that pertain to the administration of the contract.  Items to be covered in this conference are indicated on Form 1924-16 which will be furnished by the Rural Development Engineer for use at the meeting.
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