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EXHIBIT A  

  

CONSULTANT'S SCOPE OF WORK 

 

ON-CALL CONSTRUCTION ADMINISTRATION SERVICES  

CONTRACT NO. 2016-XX, 2016-XX, and 2016-XX 

 

1. DEFINITIONS 

 

  COUNTY   Pinal County Public Works Department (PCPWD) 

      Pinal County Flood Control District (PCFCD) 

 

  PROJECT MANAGER The official PCPWD/PCFCD representative who will 

be available throughout all phases of the construction 

project(s) and who shall provide guidance to the 

consultant during the administration of the 

construction contract. 

 

CONSULTANT  Employee(s) of the Prime firm or Sub-Consultant 

firms contracted with PCPWD/PCFCD to represent 

PCPWD/PCFCD and administer the construction 

contract in accordance with this Scope of Work; 

Project Plans and Specifications; PCPWD/PCFCD 

Standards, Maricopa Association of Governments 

Uniform Standard Specifications and Details for 

Public Works Construction (MAG), The Standard 

Specifications for Road and Bridge Construction, 

Arizona Department of Transportation (ADOT) and 

other applicable standard details and specifications; 

and PCPWD/PCFCD policies and procedures. 

 

CONSTRUCTION  The performance of contract management, 

ADMINISTRATION  construction inspection, office procedures, safety 

MANAGER, partnering, documenting the work and 

all other duties required to successfully manage the 

projects under this contract. Enforcement of the 

requirements of the construction contract. Special 

Inspections for Structural/Electrical/Landscape 

requirements, or other unknown or special 

inspections may be included with the Work Task. 

 

2. GENERAL 

 

2.1. CONSULTANT shall provide complete construction administration services to the 

Pinal County Public Works Department/Pinal County Flood Control District, 

hereinafter referred to as COUNTY, and to serve as an extension of the COUNTY 

staff.  The following outline is not intended as a complete task listing, but as a 

general outline of the level of service required. 
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2.2. Assign as Resident Engineer, a Professional Engineer licensed in Arizona in Civil 

Engineering, or an approved related field. 

 

2.3. Assist and represent the COUNTY during project audits when applicable.  The 

assigned Resident Engineer shall make him/herself available and be able to produce 

the necessary documents that are requested for these audits 

 

2.4. Consult with COUNTY to determine the general nature, scope and extent of the 

construction administration services required of the WORK and identify the need 

for and availability of project data or services. 

 

After written notice to proceed, CONSULTANT shall: 

 

2.5. Arrange for access and secure any permits required to enter upon public and private 

property, as required, for CONSULTANT to perform services required for the 

WORK. 

 

2.6. Maintain a project staff for the full duration of the contract who is knowledgeable in 

all areas of work covered within this Scope of Work and the project’s contract 

documents.  Employees of the CONSULTANT or any SUB-CONSULTANTS 

who do not perform their work in a safe and knowledgeable manner, or who are 

intemperate or disorderly, shall be removed immediately from the project at the 

written request of the COUNTY. 

 

2.7. The CONSULTANT or SUB-CONSULTANTS providing services under this 

contract cannot have the same parent company or any corporate association with the 

contractor(s) performing work for these projects. 

 

3. SPECIFIC WORK REQUIREMENTS 

 

3.1 MANAGEMENT SERVICES 

 

3.1.1 The CONSULTANT, as contract administrator, shall have the sole 

responsibility for communicating or relaying information and/or requests to 

the contractor. Problems or questions concerning the project or the 

contractor shall be addressed to, and by, the CONSULTANT.  The 

CONSULTANT will be expected to be actively engaged with the project 

and respond to project issues in an expeditious manner to meet time 

constraints of the project. 

 

3.1.2 The CONSULTANT shall provide project field inspection staff with 

vehicular transportation, cellular telephone, and any other required devices 

to successfully determine the quality of workmanship of the contractor.  

 

3.1.3 Prepare, issue and maintain a list of key personnel assigned to the project 

including contractor, consultant, and any other sub-consultant personnel by 

listing telephone numbers, e-mail addresses, affiliation and responsibility. 
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3.1.4 The CONSULTANT shall have a thorough working knowledge and prior 

experience with Partnering as it relates to the construction of public projects. 

The CONSULTANT and the staff shall maintain a professional working 

relationship with the contractor throughout the length of each construction 

project work assignment. 

 

3.1.5 Make arrangements for and conduct an Initial Partnering Workshop for the 

project.  At this Workshop, the Resident Engineer shall facilitate the meeting 

to address the overall scope and intent of the project; discuss the principles 

of Partnering; review issue resolution and the COUNTY’s escalation 

matrix; identify issues of concern from Stakeholders; and develop action 

plans to address each issue. The CONSULTANT shall be solely responsible 

for notifying the Stakeholders of this meeting.    

 

3.1.6 Make arrangements for and conduct the pre-construction conference for the 

project. The pre-construction conference may be combined with the initial 

Partnering Workshop. The general conference shall be tailored to address the 

specific needs and requirements of the Project.  The conference shall be held 

in one of the conference rooms at Pinal County, located at 31 N Pinal Street, 

Building F, Florence, Arizona.  The CONSULTANT shall be solely 

responsible for notifying the Stakeholders of this and all subsequent project 

meetings.  Alternative arrangements may be considered for an off-site 

location if combined with the initial Partnering Workshop. 

 

3.1.7 Prepare a schedule of shop drawings and material submittals to be expected 

from the Contractor that is consistent with the project schedule. 

 

3.1.8 Review and approve shop drawings and material submittals.  Forward as 

necessary to appropriate PCPWD/PCFCD Division if their review is desired 

or specified.  Such submittals shall be stamped either "Approved," "Not 

Approved." or "Approved As Noted", as appropriate. 

 

3.1.9 Prepare a Material Sample Checklist with assistance of PCPWD/PCFCD 

and MAG outlining the required tests, the frequency of testing and sampling 

requirements for materials anticipated for use on the project.   

 

3.1.10 Prepare a Materials Certification Log that lists manufacturer's Certificates of 

Compliance and Certificates of Analysis that will be required during 

construction.  The manufacturer’s certifications shall be reviewed to assure 

that all materials and manufactured items incorporated into the project 

conform to the plans and specifications.   

 

3.1.11 The CONSULTANT shall submit written narrative progress reports to the 

PROJECT MANAGER on a weekly and monthly basis. The weekly 

reports shall be delivered by 9:00 A.M. Monday morning following the 

week covered in the report, and they shall contain considerable detail about 

activities on the project. A detail of the CONSULTANT’s anticipated type 

and number of project personnel to adequately cover the work for the up-



 4 of 10 
 

coming week shall also be included.  Project staffing shall be consistent with 

the negotiated staffing plan for the work assignment.  

 

3.1.12 Monthly reports shall be delivered by the fifth (5) of each month, and shall 

consist of a brief recap of the project progress for the previous month 

including comments on schedule and progress, photos, deficiencies, and any 

problems, which may result in claims or additional expense to the 

COUNTY.  When seventy percent (70%) of the contract time has been used 

for the project, the CONSULTANT shall advise the PROJECT 

MANAGER if the project can be completed within the original time frame. 

If the CONSULTANT cannot, a detailed analysis outlining the time needed 

to complete the project must be submitted along with a request for an 

extension of time to the PROJECT MANAGER. This analysis and request 

must be completed and received by the PROJECT MANAGER prior to 

eighty percent (80%) of the work assignment time being used. 

 

3.1.13 Each of the project staff performing inspection or assigned responsibility for 

any project operation is required to maintain a diary of detailed information 

concerning the contractor’s operations for the specific phase of work they 

are assigned to.  These diaries shall be completed for every day that project 

staff is actively participating in the contract and shall be kept on file, and 

shall be made available to the COUNTY upon request.   

 

3.1.14 Conduct weekly meetings with Contractor's supervisory personnel to 

provide close coordination and Contractor's understanding of each aspect of 

the work.  One meeting per month shall include a discussion of the status of 

the project’s partnering relationship and review the partnering evaluation 

results.  Prepare minutes each weekly meeting and transmit to all concerned 

parties and Stakeholders. The COUNTY shall approve meeting location and 

schedule. 

 

3.1.15 Determine quantity of work in-place, obtain Contractor's concurrence, and 

prepare monthly progress payment report(s) utilizing PCPWD/PCFCD’s 

standard format, and submit to the COUNTY within 5 days after the 20th of 

each month.  The CONSULTANT shall maintain separate and distinct 

records, files, all inspection diaries, log books, survey staking records, 

material tests results and required documentation that justify all payments 

for quantity of work in-place. 

 

3.1.16 Maintain a subcontractor list and a copy of subcontracts.  

 

3.1.17 Analyze problems, which may arise as the result of any changes, actual field 

conditions, or alterations.  Make appropriate analysis of alternative actions 

and submit recommended solutions, cost analysis, supporting documents 

and calculations in writing to the COUNTY for review and approval.  If a 

change order or use of contingency item is required, make recommendations 

for and process change orders for submittal to the COUNTY for final 

approval.  The COUNTY shall be consulted regarding the format of formal 



 5 of 10 
 

Board Approved Change Order if deemed necessary.  Two (2) original 

change orders shall be submitted on County forms.   

 

3.1.18 Arrange and conduct final inspection when work is complete.  Prepare a 

deficiency list and re-inspect items that required repair, replacement or 

needed additional attention. 

 

3.1.19 Make final determination of all contract quantities.  Prepare and submit final 

payment request together with final quantity analysis, change orders, and all 

necessary certificates of performance documents on COUNTY approved 

forms.  

 

3.1.20 Compare and verify record drawings of original full-sized COUNTY 

drawings and work with Contractor to submit to the COUNTY.  All 

information concerning changes, additions or deletions to the original design 

shall be made in red India ink with any deleted item(s) crossed or lined out, 

but not erased.  The Contractor shall provide a sealed and signed record 

drawing certification statement on the cover sheet.   

 

3.1.21 Establish and maintain a project file, submit completed file to the COUNTY 

and  include all shop drawings, daily inspection diaries, maintenance 

manuals, manufacturer's instructions, parts lists, or other pertinent data 

applicable to the project.  File shall also contain copies of all 

correspondence,  inspection logs, reports, test results, photographs, 

documentation  for cause of delays, payment requests, change orders, field 

orders and sketches, survey notes, quantity estimates and such other 

applicable documents necessary to provide a complete and accurate job 

record from beginning to end. 

 

3.1.22 Submit a final report stating that the project has been completed in 

substantial compliance with the contract requirements with the 

recommendation that the project be accepted and final payment made to 

Contractor.  Closeout documents shall be submitted no later than 60 

calendar days following final acceptance of the project. 

 

3.1.23 Provide post-construction analysis of the project addressing areas of 

successful prosecution, and specific types of problems encountered, along 

with recommendations for prevention of similar problems on future projects. 

Participate in post-construction “Lessons Learned” Workshop. 

 

3.2 INSPECTION AND MATERIALS TESTING SERVICES :       

 

  CONSULTANT shall provide the following Inspection and Materials Testing 

Services: 

 

3.2.1 Perform all inspection and field documentation to adequately record the 

quality of the work and as it is being constructed by the contractor. 
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3.2.2 Coordinate all quality assurance and acceptance testing for the project. 

 

3.2.3 Provide at least one qualified inspector on the site, as required, when 

significant work is being performed by Contractor.  Provide additional 

project staff as necessary to match the production of the contractor, which 

shall remain consistent with the negotiated staffing plan for the contract. 

Projects may require specialty inspection experience of; electrical 

components, signal equipment and/or fiber optic installation equipment, 

landscaping or structural.  The CONSULTANT shall provide an inspector 

with project specific experience of no less than five prior projects of the 

same components.  The CONSULTANT shall submit the proposed 

inspector’s resume and specialty project experience information for review 

and consideration. 

 

3.2.4 Inspect work in progress, finished work, and keep Contractor informed of 

acceptability status of the work.  If CONSULTANT'S project personnel 

observe or are aware of unsafe practices or site safety conditions which are 

patently unacceptable and jeopardize the life and health of employees on the 

site, or the public, and endanger property adjacent to the work site, 

CONSULTANT shall immediately notify Contractor and the COUNTY of 

such unsafe conditions.  Nothing herein is intended to relieve Contractor of 

his contractual responsibility for safety on the project, or to make 

CONSULTANT responsible for Contractor safety procedures.  

 

3.2.5 Inspect material stored on-site to verify it is stored properly to prevent 

damage to the material, and the contractor has adequate security measures in 

place to prevent theft or vandalism. 

 

3.2.6 Complete photographic coverage of the project during construction is not 

required; however, complete photographic coverage of the site prior to 

construction and after completion of construction is mandatory.   Critical 

developments or conditions during construction shall be photographed and 

included in the inspection record, which shall include but not be limited to,  

flood damage, accidents, substandard work, structural failure, or any other 

instance that is deemed pertinent by the Inspector. 

 

3.2.7 Thorough inspections shall be made prior to terminal operations, such as 

backfilling, concrete pours, pipeline tests, and inspections.  All correction 

orders to contractor shall be made in written form with a copy attached to 

the inspection record. 

 

3.2.8 Laboratory, field tests, and reports shall be reviewed by a Professional 

Engineer registered in the State of Arizona. 

 

3.2.9 CONSULTANT shall maintain close contact with Contractor and keep 

continuously aware of the current schedule.  CONSULTANT shall keep 

Contractor aware of the inspection and testing requirements and the effect 
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these have on work scheduling, in order to avoid delays and 

misunderstandings. 

 

3.2.10 Materials testing services, field and laboratory, will be provided via Pinal 

County’s Annual On-call Services which is certified through the AASHTO 

Accreditation Program in the requisite procedures. 

 

3.2.11 In support of the Materials Sampling and Testing Plan as prepared by the 

COUNTY, the CONSULTANT shall coordinate Acceptance sampling and 

field or laboratory testing.  The CONSULTANT shall coordinate with the 

PCPWD/PCFCD’s on-call material testing laboratory and give sufficient 

advanced notice (24 hours minimum).  All samples obtained will be 

obtained in accordance with applicable ASTM or AASHTO sampling 

methods.  Ensure Certificate of Compliance and Certificate of Analysis of 

material is provided and in compliance with requirements. 

 

3.2.12 At least eighty percent (80%) of CONSULTANT'S inspection team shall 

meet the following requirements: 

 

   • Engineer-in-Training certified by the State of Arizona with five years 

of highway construction experience, acceptable to the COUNTY. 

     

   • An individual with three years of highway experience, acceptable to 

the COUNTY and a Bachelor of Science Degree in Civil 

Engineering, Civil Engineering Technology or Construction 

Management. 

 

   • “Field” certification by the American Concrete Institute (ACI) and 

the Arizona Technical Testing Institute (ATTI). 

 

   • Highway Construction Technician certified by NICET. 

 

   • A NICET certified Engineering Technician in Civil Engineering 

Technology with five years of highway experience, acceptable to the 

COUNTY 

 

4. PROJECT MANAGER 

 

 COUNTY will assign a staff member to serve as contact person to CONSULTANT. The 

COUNTY representative will periodically visit the site to keep informed of the job 

conditions and progress and may from time to time, issue instructions or make suggestions 

to facilitate the work. The COUNTY representative will not assume the duties or 

responsibilities of CONSULTANT under this Contract. Problems of an unusual nature 

shall be referred to the COUNTY representative together with CONSULTANT'S 

recommendation for solving the problem. The assigned representative will be 

CONSULTANT'S primary contact. All transactions with the COUNTY under this 

Contract shall be conducted through and all correspondence shall be directed to the assigned 

representative. 
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5. CORRESPONDENCE AND REPORTS 

 

 In addition to project file requirements, CONSULTANT shall submit copies of all 

correspondence with Contractor to the COUNTY as soon as possible. Meeting minutes 

shall be transmitted to the COUNTY weekly. 

 

6. DURATION OF CONTRACT AND PAYMENT FOR SERVICES 

 

 6.1 The performance period of each work assignment shall extend from the date of the 

Notice to Proceed to CONSULTANT, to Sixty (60) calendar days after final 

construction project acceptance. The term of each work assignment will be extended 

by change order to correspond to any extensions to the construction contract. 

 

 6.2 Whenever Contractor is prevented from working due to causes beyond its control, 

CONSULTANT'S presence at the job site may not be required with the same 

frequency and/or duration as during construction activity. 

 

7. ADDITIONAL SERVICES 

 

 7.1 Following express written authorization by the COUNTY, CONSULTANT shall 

provide jobsite construction administration services on an overtime basis, in 

accordance with Consultant's Fee Schedule. 

 

 7.2 At the COUNTY’S request, the CONSULTANT shall provide a constructability 

review of contract documents.  Items to include, but not be limited to; plan review, 

verification of plan call outs and quantity, review for missing bid items, quantity 

verification, unidentified conflicts on plans, conflicting information with plans, 

special provisions, MAG and PCPWD/PCFCD Supplements. 

 

 7.3 Provide other additional services may be required, upon written authorization by the 

COUNTY. 

 

(END OF SCOPE OF WORK) 


