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From the CCAC 1999 yearly report:   The basic objective of a project manual is to describe a particular construction project comprehensively and to record the criteria under which it was designed and constructed.  It will be both an individualized  “how to” manual and a project “history”.  It will combine into a single document both the narrative descriptions and detailed specifications of the project from its inception through its completion.  It will be a tool utilizing a format based on the typical work process for a project.   As a record of the programmatic information collected by the architects and planned uses of a building, it will provide a guide for all key participants during the planning, design and construction phases of a project.  Thereafter, it can continue to serve as a reference for the ongoing operation and maintenance of a building - once complete - both as the repository of the technical plans and specifications for the project and as a record the broader objectives of the project, such as:

· Expectations from programmatic discussions with school staff, parents, and students by the architect;

· Catalog of existing building and contents - preservation issues;

· Analysis of scheduling problems/issues;

· Need for &/or timing of District-level program changes, e.g., relocation of programs or changes in                 school organization;

· Discussion of community input process and design constraints;

· Analysis of site conditions and environmental concerns;

· Planning for transitions and move-in; 

· Requirements and schedule for operations and maintenance after completion;

· Includes plans and specs – either attached or referenced as an Appendix.

Typically the project manual takes the form of a large, loose-leaf binder and is maintained in duplicate by each of the principal parties.  It will serve, during the course of the project, as the formal repository of the project’s history and the record of the agreements reached by the parties.   It allows the participants to review progress in a comprehensive manner.

The narrative above describes this committee’s goals for the project manual.  However, this effort may be beyond BUSD’s typical means. Therefore, the intent of this document is to translate the above goals into an action matrix that is self-explanatory and can be easily accomplished by the project team.

Practical Concept 1:  Revisit 2 or 3 previously completed projects and develop Project Manual for each.  These manuals would then serve as a “master” reference set for use on future projects.

Practical Concept 2:  Approach the manual for any new project “incrementally.”  Use it to "regularize” the projects so that the process and organization of the project will remain consistent regardless of differences in scope. Define and record the needs and scale of project and develop a manual in accordance with that scope. The needs will be helpful in determining the project’s “site bullet points.” Project types might include the following:

a. Roof replacement;

b. Finish upgrades i.e. paint, floors, etc.;

c. Modernization of building systems;

d. Ground work, i.e. grading and landscaping;

e. Rehab &/or replace existing building.

Practical Concept 3:  Through the course of the project, at least three (3) master copies are to be maintained - one (1) by the site (Principal), one (1) by the project manager's office and one (1) by the architect &/or contractor (depending upon the scope of the project). After completion of the project, the project manuals need to be treated as irreplaceable references and kept in a secure place by both the district offices and the site.  If the project manual is “misplaced” then nothing is gained from this effort.

