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I.  INTRODUCTION 
 
The purpose of this Manual is to provide the Owner, District Representative, Architect/Engineers and 
Entity with detailed information concerning specific requirements and procedures that will be 
implemented during construction. 
 
This Manual delineates the lines of authority and responsibilities of the project team members 
associated with this Project, along with highlighting specific requirements of the General Conditions, 
Exhibit D of the Facilities Lease Agreement. This Manual is not intended to replace any of the 
requirements of the General Conditions, and in the event of any conflict between this Manual and 
the General Conditions, Exhibit D of the Facilities Lease Agreement, the latter controls.  
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III. PROJECT DIRECTORY 
 
 
 
OWNER 
Sacramento City USD  
425 1
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IV. PROJECT PROCEDURES 
 
A. COMMUNICATIONS 
 
 1. In carrying out the terms of the Contract, the Entity will interact with the Project Team only 

through the District Representative. In turn, the District Representative will communicate 
with the Entity. The District Representative will refrain from communicating with the Entity's 
Subcontractors and suppliers. All correspondence, shop drawings, samples, descriptive 
data, reports, proposals or requests of any nature are to be submitted by and to the Entity 
through the District Representative, who will distribute further as required.  

 
 2. All correspondence and submittals shall reference the specific Project Site and name, bid 

package number, and DSA application number. The District Representative will return to 
the Entity any correspondence or submittals from a subcontractor or vendor that have not 
been directed through the office of the Entity. 

 
 3. Within ten (10) days following issuance of the Notice of Intent to Award, the Entity will 

forward to the District Representative a list outlining the key project personnel. At the same 
time, the Entity will provide a letter of authority identifying those of the Entity's personnel 
who are authorized to sign official project documents on behalf of the Entity, and the 
specific documents they are empowered to sign. 

 
 4. According to the Contract Documents, the Entity will provide the name, address, phone 
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START AND END TIMES 
 
The daily beginning and end of the school day is a busy time.  Try to avoid arriving and/or leaving 
schools during these times.   See the office of the school for the daily schedules. 
 
PARKING 
 
Please check with the 
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CONSTRUCTION BREAKS AND LUNCHES 
 
Coffee breaks and lunch should be taken at a location removed from the playground/blacktop and 
from the buildings.  It is perfectly acceptable to relax in a corner of the grounds or other out-of-
the-way area acceptable to the school.  There is no food service available for workers on the site.  
Use of student restrooms is not allowed.  Use the Entity provided temporary restroom facilities 
only. 
 
SMOKING, DRUGS, RADIOS, APPROPRIATE LANGUAGE AND DRESS 
 
�x Sacramento City is a “tobacco-free facility” District wide.  If you need to smoke, vape, or chew 

tobacco, you must do so off campus. 
�x Use or possession of drugs of any kind is strictly forbidden. 
�x Please do not play radios during school hours and, when possible, keep talking to normal 

levels. 
�x Acceptable language is a must.  This means the avoidance of swearing, foul language, and 

racial, ethnic, or sexual slurs or comments which could be considered harassment.  
Sacramento City tries very hard to MODEL the behavior we wish our youngsters to adopt, so 
we would very much appreciate any help you can give us in this effort. 

�x Dress appropriately for the work site.  Specifically, tank tops and cut-off shorts are not allowed.   
Additionally, what is written or pictured on shirts must comply with the requirement of 
acceptable language above. 

�x Violation of any of the above will result in immediate automatic removal from the site.  
 

 
THANK YOU VERY MUCH FOR YOUR COOPERATION. 

 
 

V.  PROJECT COMPLETION 
 
A. NOTICE OF PUNCH LIST INSPECTION 
 
When the Entity believes that a phase of its Work is complete, it shall request in writing a punch list 
inspection.  Within five (5) days of the receipt of such request, the District Representative, the Project 
Inspector and the A/E shall make a punch list inspection or inform the Entity that the work is not 
ready for punch list inspection; upon completion of the deficient work, the Entity shall again request 
a punch list inspection.  The Entity or its representatives shall be present at the punch list inspection.  
The purpose of the punch list inspection is to determine whether the Work has been completed in 
accordance with the Contract Documents, including all Change Orders, all interpretations and 
instructions previously issued. 
 
If Entity fails to attend any punch list inspection, the Entity shall be charged for the cost of the District 
Representative, Project Inspector, A/E and other design professionals who attended the punch list 
inspection. 
 
B. PUNCH LIST 
 
The District Representative, Project Inspector and A/E shall notify the Entity in writing of any 
deficiencies to be remedied prior to final acceptance, by preparing a written list, known in the 
industry as a punch list. 
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This is an example of close out check list which identifies items required by multiple parties on a 
project (2 PAGES) 
 
I.  Checklist for Retention/Final Payment  

Completed  N/A Checklist Item  

 1. Punchlist Complete - signed off by IOR/A/E 

 2. A/E Statement of Final Inspection 

 3. Final Lease Payment Application from Entity to District Representative 

 4. As-Builts updated by Entity 

 5. Project Inspector Sign Off of As-Builts 

 6. A/E Approval of As-Builts 

 7. Asbestos Documentation 

 8. Letter Stating Impact to Hazmat Materials 

 9. Fluorescent Tube/PCB Handling Manifests 

 10. Lead Handling Manifests 

 11. Letter from Owner HAZMAT Monitor that Hazmat Docs are complete 

 12. All Extra Work Reports fully signed 

 13. Directives into Change Orders 

 14. DSA approved Contract Change Documents to File 

 15. All RFI's answered 

 16. Submittals processed and complete 

 17. ASIs Logged and Approved if Req'd 

 18.   Construction Change Directive Log 

 18. Entity's Guarantee Form 00 65 36 

 19. Manufacturer's Guarantee 

 20. Warranty Matrix 

 21. Entity's Subcontractor/supplier address/ contact list 

 22. Concrete Weighmaster Certificate(s) 

 23. O & M Manuals from Entity 

 24. Entity O & M's to A/E as a Submittal for Approval 

 25. Extra stock provided to SCUSD 

 26. Panel keys to SCUSD 

 27. Exhaust fan keys to SCUSD 

 28. Handicap lift keys to SCUSD 

 29. In-Service Training Performed 

 30. School Master Keys from Entity 

 31. Return of I.D. Badges 

 32. DSA-6 Verified Reports-Entity 
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 33. Affidavit of Payment from Entity 

 34. Entity’s Certificate of Final Completion 

 35. Final Conditional Lien Waivers Received 

 37. NOC Recorded at County within 10 days of Punchlist acceptance 
(initiates the start of post-construction) 

 
II.  Checklist for Final Close- Out 

Completed  N/A Checklist Item  

 1. Date of Final Payment  

 2. Unconditional Final Waivers - Prime/Subs 

 3.  2-yr. Guarantee/Warranty Expiration Date 

                                    4. Close-Out Form to CM 

 5. Copy of Recorded NOC  

 6. Approved As-Builts to District or Printers for Protection Copy 

 7. Electronic and Original As-Builts to Engineering 

 8. Approved Owner HAZMAT Monitor and O&M Manuals to District 

 
Note: This is a working document and may be updated as deemed necessary during 
program or Owner’s request/needs.  
 
B. ACCEPTANCE AND NOTICE OF COMPLETION 
 
The District’s acceptance of the Contract and processing of the Notice of Completion shall be 
pursuant to Article 21 of the General Conditions, Exhibit D of the Facilities Lease Agreement.   
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Exhibit A  

REQUEST FOR INFORMATION 
Sacramento City Unified School District 
425 1st Ave., Sacramento, CA 95818  
 
 
NAME & ADDRESS OF PROJECT: SCUSD PROJECT NUMBER.:   
 DATE OF ISSUANCE.: 
 RFI NUMBER:   
 CONTRACT FOR: 
NAME & ADDRESS OF ENTITY: ARCHITECT:   
     DSA APPLICATION NO.:   
      
  
 
 
DESCRIPTION OF PROBLEM / CLARIFICATION / INFORMATION REQUIRED: 
 

Subject:  Reference: 
 

 

Reason for Request:  Action Requested:  

Description: 
 

 

  
 

PROPOSED SOLUTION:  
 
 
 
 
Submitted by:      
  Name
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Appendix A.2  
 

SACRAMENTO CITY UNIFIED SCHOOL DISTRICT 
 

WORKER’S COMPENSATION AFFIDAVIT  
 

 
 
Pursuant to General Conditions, Exhibit D of the Facilities Lease Agreement, Article 3, Section 3.13, in accordance with the 
provisions of Section 3700 of the California Labor Code, every contractor under contract on this project is required to secure 
workers’ compensation insurance for its employees. 
 
 
Each contractor, to whom a public works contract is awarded, is required to sign and file with the awarding body the following 
certification prior to performing the work of the contract. 
 
 
 
 I am aware of the provisions of Section 3700 of the California Labor Code which requires every employer to carry 

workers’ compensation insurance or to undertake self-insurance in accordance with the provisions of that 
code, and I will comply with such provisions before commencing the performance of this contract and will 
carry such provisions through to completion of the contract. 

 
 
 
 
 
 

Company:  Date:  
  

By:  
 (Signature) 

Name:  
 (Print) 

Title:  
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Appendix A.3  
 

SACRAMENTO CITY UNIFIED SCHOOL DISTRICT 
 

ENTITY AFFIDAVIT OF PUBLIC WORKS COMPLIANCE  
 

Certification of Compliance with Prevailing Wage Laws 
 

I,  As owner of  
 (NAME)  (COMPANY) 

 
I hereby, certify under penalty of perjury: 
 

1) That I am the Official Representative of the above named company and therefore responsible for compliance 
with the Public Works laws on this project. 

 
2) That as Owner of this company, I was informed of the California Public Works laws and was given the information 

and forms to complete the project in compliance with these laws at the beginning of the project.
2)

1 )
1)
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 Exhibit C  

PROPOSED CHANGE ORDER   
Sacramento City Unified School District 
425 1st Ave., Sacramento, CA 95818 
 
 

NAME & ADDRESS OF PROJECT:  SCUSD PROJECT NUMBER:    
   
 PCO NUMBER:    
   
 ARCHITECT:  
NAME & ADDRESS OF ENTITY:     
   
   
   

 
   
Entity proposes to change the Contract as follows: 
    
 
 
 
 
(If used in response to a Request For Proposal, identify RFP #___________) 

 
 

PROPOSED ADJUSTMENTS 
 
1. The proposed basis of adjustment to the Contract Sum is:  ______________________ 
 
2. The proposed schedule change is __________ days 
 
 

Signature by the Entity indicates the Entity’s agreement with 
the proposed adjustments in Contract Sum and Contract 
Time set forth in this Proposed Change Order as full and 
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Exhibit F  
 
 
 

ENTITY LEASE PAYMENT  
Sacramento City Unified School District   
425 1st Ave., Sacramento, CA 95818 

 
NAME & ADDRESS OF PROJECT: SCUSD PROJECT NUMBER:  _______________  
[School Name & Project]    
Address   LEASE PAYMENT NUMBER:  0__  
Address    
 PERIOD ENDING:  _____________  
NAME & ADDRESS OF ENTITY:   
[Entity Name] P.O. NUMBER:  PO-__________  
Address      
Address    
   

  
CERTIFICATE OF THE LEASE/LEASEBACK ENTITY:  
The undersigned certifies that to the best of its knowledge, information, and belief, the Work covered by the period of this Lease 
Payment has been completed in accordance with the Contract Documents, and that the current lease payment shown herein is now 
due. 

 

1 Original Contract Sum $___________.00 

2 Net change by previously authorized Amendments $0.00 

3 Revised Agreement Amount to Date (Line 1 ± 2) $___________.00 

4 Less Prior Payments $0.00 

5 Current Payment Due (Line 7 Less Line 8) $___________.00 

6 Balance of Total Base Rent $___________.00 

 
Not valid until signed by the Lease/Leaseback Entity, Project Manager and Owner.  
 

Entity: [Entity Name] Date:  
Authorized Signature:  Print 

Name: 
 
 

 
Project Manager: [CM Name] Date:  
Authorized Signature:  Print 

Name: 
 
 

 
Owner: Sacramento City Unified School District Date:  
Authorized Signature:  Print 

Name: 
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Exhibit F  

 
Schedule of Values Breakdown   LEASE  PAYMENT NUMBER #:  

          Application Date :
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Exhib it G  
 
 
 
MATERIAL : 
 

Description Category Units Qty Received Time Location Notes 
       

 
 
 
VISITOR : 
 

Name Company Time Notes 
    

 
 
 
SAFETY: 
 

Company Contact 
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Exhibit J  
 
 

UNCONDITIONAL WAIVER AND RELEASE ON PROGRESS PAYMENT 
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Exhibit K  

 
 

CONDITIONAL WAIVER AND RELEASE ON FINAL PAYMENT 
 
NOTICE: THIS DOCUMENT WAIVES THE CLAIMANT’S LIEN, STOP PAYMENT NOTICE, AND PAYMENT 
BOND RIGHTS EFFECTIVE ON RECEIPT OF PAYMENT.  A PERSON SHOULD NOT RELY ON THIS 
DOCUMENT UNLESS SATISFIED THAT THE CLAIMANT HAS RECEIVED PAYMENT. 

Identifying Information  

Name of Claimant: ___________________________________________________________ 

Name of Customer: __________________________________________________________ 

Job Location: _______________________________________________________________ 

Owner: Sacramento City Unified School District _________________________________________ 

Conditional Waiver and Release   
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Exhibit N  
 

SUBSTITUTION REQUEST FORM - 00430 
 
Failure to complete this form with information required including signature, will nullify any request for 
substitution. 
TO: ________________________________________________________________________ 
PROJECT: 
________________________________________________________________________ 
 
We hereby submit for your consideration the following product instead of the specified item for the 
above Project: 
 
SECTION PARAGRAPH  SPECIFIED ITEM 
 
________ ___________ __________________________________ 
 
Proposed Substitution: 
___________________________________________________________________ 
 
Reason for Substitution (Refer to General Conditions, Exhibit D of the Facilities Lease Agreement, 
Section 11.07 for acceptable reasons): 
 
 __________________________________________________________________________  
 __________________________________________________________________________  
 __________________________________________________________________________  
 
Attach complete technical data, including laboratory test, if applicable. 
 
Include complete information on changes to Drawings and/or Specifications which, proposed 
substitution will require for its proper installation. 
 
Submit with request all necessary samples and substantiating data to prove equal quality and 
performance to that which is specified. Clearly mark manufacturer's literature to indicate equality in 
performance. 
 
Fill in Blanks Below: 
 
A. Does this substitution affect dimensions shown on Drawings? 
 
 Yes________No________   If yes, clearly indicate changes. 
 
  _______________________________________________________________________  
 
  _______________________________________________________________________  
 
B. 
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Exhibit N Page 2 – Substitution Form 00430 
 
C.  What affect does substitution have on other trades? 
 
 ______________________________________________________________________ 
 
D. What affect does substitution have on applicable code requirements? 
 
 ______________________________________________________________________ 
 
E. Differences between proposed substitution and specified item? 
 
 ______________________________________________________________________ 
 
F. Manufacturer's guarantees of the proposed and specified items are: 
 
 __________Same ____________Different (explain on attachment) 
 
G. Factory Mutual, Underwriters Laboratory and/or ICBO Number of proposed 

substitution:________________________________. 
 
H. Cost savings/benefit to the District:
 _________________________________________________________ 
 
CERTIFICATION OF EQUAL PERFORMANCE AND ASSUMPTION OF LIABILITY FOR EQUAL 
PERFORMANCE 
 
The undersigned states that the function, appearance and quality are equivalent or superior to the 
specified item. 
 
Submitted By:  
  By:  
Signature/Title 
  Date:   
Firm 
  Remarks:   
Address 
  
 
_______________________________________ 
Telephone/Date 
 
****************************************************************************** 
For Use by Design Consultant 
 
________Accepted ________Accepted as Noted 
 
________Not Accepted ________Received Too Late 
 
________Approved as alternate - See Bid Form 



 

Sacramento City Unified School District Page 34 of 59  
RFP – Exhibit I Construction Standard Forms Manual 

SCUSD 
T & M WAGE CHART  

EXHIBIT O 
Date:  ____________________________ 
 
School/Project:  ____________________ 
 
Entity:  __________________ 

      
Prevailing Wage Rate Calculation        Confirm Company Rate      

Date:   Fringes Benefits (does not increase for OT rates) Burden (Employer Payments)       

No Trade / Craft  

G
roup

 

Basic 
Hourly 
Rate 
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II 
Insert Entity's workman compensation rate at lower section of columns "N" where shows "0.00%" for each contractor/trade. Total hourly rate including "Fringes Benefits" and all 
"Burdens" will be calculated at column "R". Since "Burdens" are percentages of the "subtotal straight/OT hourly rates" they will increase for over time rates and will be 
calculated automatically by the spreadsheet.    
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Exhibit Q 1 
 2 

 3 

Sacramento City  Unified School District  4 

In-Service Training  5 

 6 
School:  

     
Date:  

     
Subject of Training:  

     
Attendance:  

Name  Company/Department
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Exhibit S  1 
 2 

 3 
 4 

ENTITY’S CERTIFICATE OF FINAL COMPLETION  5 
 6 
 7 

OWNER Sacramento City Unified School District  8 
DISTRICT REPRESENTATIVE _______________________________ 9 
ARCHITECT _______________________________  10 
  11 
 12 
PROJECT:  Sacramento City Unified School District, Project Number: ______________ 13 
 14 
  School:  _____________________________________________ 15 
  16 
ATTENTION:  ____________________________________________________ 17 
 18 
FROM:  ____________________________________________________ 19 
 20 
This is to certify that I, _____________________________________am an authorized official of  21 
    (Name of authorized official) 22 
 23 
________________________________________ working in the capacity of _________________ 24 
 (Firm or Corporation)        (Position) 25 
 26 
and have been properly authorized by said firm or corporation to sign the following statements pertaining to the 27 
subject contract: 28 
  29 

I know of my own personal knowledge, and do hereby certify, that the work of the 30 
contract described above has been performed, and materials used and installed to 31 
date in accordance with, and in conformity to, the contract drawings and 32 
specifications. 33 
 34 
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PAYMENT BOND FORM 1 
 2 

Exhibit T  3 
Bond No._____________________________________ 4 
 5 
PAYMENT BOND 6 
 7 
  THAT, WHEREAS, the SACRAMENTO CITY 
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Exhibit T  

6.  In the event suit is brought upon this bond, the parties not prevailing in such suit shall pay reasonable 1 
attorneys’ fees and costs incurred by the prevailing parties in such suit.  2 

 3 
7.  Correspondence or claims relating to this bond shall be sent to Surety at the address set forth below. 4 

 5 
IN WITNESS WHEREOF, we have hereunto set our hands this ______day of ______________, 20___. 6 

Entity:  ___________________________ Surety:  ___________________________ 
                         (Name of Firm)                     (Name of Firm) 
  
  
  
By:  _______________________________
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      1 
 2 

PERFORMANCE BOND FORM 3 
 4 

Exhibit U  5 
Bond No.___________________________________ 6 
  7 
KNOW ALL MEN BY THESE PRESENTS:    8 
 9 
THAT, WHEREAS, the SACRAMENTO CITY 
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Exhibit U  
 1 
11. DEFINITIONS 2 
 3 
  11.1 Balance of the Total Base Rent:  The total amount payable by District to Entity under the Facilities 4 

Lease after all proper adjustments have been made, including allowance to Entity of any amounts 5 
received or to be received by District in settlement of insurance or other claims for damages to which 6 
Entity is entitled, reduced by all valid and proper payments made to or on behalf of Entity under the 7 
Facilities Lease. 8 

 9 
  11.2 Lease:  The Facilities Lease between the District and the Entity identified on the first page of this 10 
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Exhibit W  
 
 

 





 

Sacramento City Unified School District Page 48 of 59  
RFP – Exhibit I Construction Standard Forms Manual  

Exhibit W 
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Exhibit X 

State of California -  Department of Industrial Relations  

DIVISION OF APPRENTICESHIP STANDARDS  

PUBLIC WORKS CONTRACT AWARD INFORMATION  
Contract award information must be sent to your Apprenticeship Committee if you are approved to train. If you are not approved to  
train, you must send the information (which may be this form) to ALL applicable Apprenticeship Committees in your craft or 
trade in the area of the site of the public work. Go to: http://www.dir.ca.gov/databases/das/pwaddrstart.asp  for information about 
programs in your area and trade. You may also consult your local Division of Apprenticeship Standards (DAS) office whose telephone 
number may be found in your local directory under California, State of, Industrial Relations, Division of Apprenticeship Standards. 

Do not send this form to the Division of Apprenticeship Standards.  
NAME OF YOUR COMPANY CONTRACTOR'S STATE LICENSE NO 

MAILING ADDRESS- NUMBER & STREET, CITY, ZIP CODE AREA CODE & TELEPHONE NO. 

NAME & ADDRESS OF PUBLIC WORKS PROJECT DATE YOUR CONTRACT EXECUTED 

DATE OF EXPECTED OR ACTUAL START OF PROJECT 

NAME & ADDRESS OF PUBLIC AGENCY AWARDING CONTRACT ESTIMATED NUMBER OF JOURNEYMEN HOURS 

OCCUPATION OF APPRENTICE 

THIS FORM IS BEING SENT TO: (NAME & ADDRESS OF APPRENTICESHIP PROGRAM(S)) ESTIMATED NUMBER OF APPRENTICE HOURS 

 
APPROXIMATE DATES TO BE EMPLOYED 

 

This is not a request for dispatch of apprentices.  
Contractors must make a separate request for actual dispatch, in accordance with Section 230.1(a) California Code of Regulations 

 

Check One Of The Boxes Below 

1. We are already approved to train apprentices by the 
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Exhibit X 
  Explanation to box 1 - 3 on form DAS 140  

 

•  Box 1 is for contractors who are already approved to train by an apprenticeship program 
(signatory/member). 

 
•  Box 2 indicates that a contractor is willing to comply with a program's Standards for the current project only. 
This generally means that the fringe benefits and the training funds will be paid to that Committee's Trust Fund. 
It also allows a contractor to take advantage of a more generous maximum ratio than the CAC Standards, but 
does not affect the minimum ratio of 1 apprentice hour for every 5 journeyman hours. 

 
•  Box 3 means that a contractor will be governed by the regulations of the California Apprenticeship Council. 
Generally this means that the minimum and maximum ratio for apprentices is the same – 1 apprentice hour for 
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Exhibit Y Fringe  Benefit  Statement  
 

COMPANY INFORMATION 

Company Name  Date
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Exhibit Z 

REQUEST FOR PROPOSAL    
Sacramento City Unified School District 
425 1st Ave., Sacramento, CA 95818 
 

NAME & ADDRESS OF PROJECT:  
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                                 Exhibit AA 
                                  

Sacramento City Unified School District  
425 1st Ave., Sacramento, CA 95818  
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