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BASIC PROGRAM MANAGEMENT SERVICES 

Introduction 

The following general descriptions of Basic Services to be provided by the Program 

Manager are intended to provide a guideline for Proposers in developing a Technical 

Approach in their Proposals that will ensure both a continuation of the level and quality 

of services previously provided to the District and the implementation of the District’s 

transition to a more traditional management approach.  The descriptions provided 

herein are expressed in generality, it being the District’s expectation that the Proposers 

in their Proposals will supplement and expand upon that which is provided below with 

descriptions of their approach to meeting the District’s stated goals and objectives, 

including complete and detailed enumeration of services and a full list of deliverables 

that they envision providing as part of Basic Services. 

 

A final scope and description of Basic Services to be incorporated by exhibit into the 

terms and conditions of the Program Management Agreement will be provided by the 

District to the Proposer recommended for Award during the contract negotiation phase 

of the RFP process, which will integrate the descriptions stated below with the 

consolidated elements of the detailed services and deliverables proposed by the 

Proposers that, in the view of the District, represent overall the most comprehensive 

and effective approach to delivering the desired services to the District.  

 

Scope of Basic Services 

1.0 Comprehensive Decision Management.   

“Comprehensive Decision Management” refers to the process of continuously 

identifying, assessing, comparing, evaluating, reconciling conflicts among, and providing 

realistic recommendations on ways to meet the expectations of, the boards and 

committees that are the decision-makers and approval authorities for the Bond 
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Program, including, without limitation, the Board of Trustees, District, District Citizen 

Oversight Committee, Bond Steering Committee and other Bond Program leadership.  

The Program Manager will be expected to establish and implement a comprehensive 

plan for reporting and communication in order to keep these decision-makers apprised 

on a regular, on-going basis, of Bond Program status and issues needing attention, 

evaluation, resolution, and decision. 

2.0 Integrated Process Management.   

“Integrated Process Management” refers to identifying, defining, combining, 

unifying, and coordinating the actions of those persons or departments, principally 

Facilities Planning & Development, Program Manager, and College Project Teams, 

responsible for managing the processes designed to achieve the goals set by the 

decision-makers. The Program Manager will be expected to assess and make 

recommendations on revising and updating existing Bond Program process-oriented 

policies and procedures, including revising, updating, and consolidating the existing 

Program Management Plan (PMP) and the Program Touch Point Handbook (as well as 

other process and procedures not addressed therein and including, specifically and 

without limitation, the addition of policies and procedures relative to ethics and process 

management training). 

3.0 Contract Management and Administration.   

“Contract Management and Administration” refers to the document 

preparation, administration, and management of all Bond Program procurement 

activities  (including, without limitation, requests for qualifications (RFQs), requests for 

contracts (RFC’s), request for proposals (RFPs), prequalification, competitive 

negotiations, on-call services, purchase orders, bidding, lease-leasebacks, design-build 

competitions, award, post-award submittals, and performance and payment bond 

reviews, approval and execution of contracts, invoice and payment application review 

and approval, and contract audit procedures) and related document control 

management.  The Program Manager will be expected to provide comprehensive 
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management services relative to all aspects of the procurement process for the Bond 

Program and to assess, provide, and implement recommendations on necessary 

improvements to the current document control management system. 

4.0 Planning and Design Management.   

 “Planning and Design Management” refers to the complete and comprehensive 

oversight, coordination, and management at the program-level of planning and design 

activities for new and revised Campus Projects (including, without limitation, existing 

facility and building systems assessment, building program evaluation, EIR assessment 

and tracking, DSA interface, constructability reviews, value engineering reviews, cost 

estimating, enforcement of design standards, achievement of goals related to 

sustainability and LEED certifications and energy savings, acquisition and distribution of 

furniture, fixtures, and equipment, technology requirements, phasing, maintenance and 

operation, accessibility, pre-purchases, utilities re-location and expansion, temporary 

facilities, and related scheduling).  The Program Manager will be expected to provide a 

comprehensive system, at the program-level, for managing all aspects of the planning 

and design process. 

5.0 Quality Assurance/Quality Control.  

“Quality Assurance/Quality Control” refers to the establishment, 

implementation, and monitoring of a comprehensive program for ensuring that all 

aspects of the Bond Program, including, without limitation, program management, 

project design, project construction, and project close-out are administered in a manner 

that reflects best practices and achievement of specific performance metrics.  The 

Program Manager will be expected to provide complete and comprehensive services for 

quality assurance and quality control consistent with the highest standards for building 

program management and to extend those standards to all participants in the program 

by means of developing performance metrics, informing program and project 

participants by means of guidelines and manuals on the standards that will be expected 
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to be met, monitoring performance by program and project participants, and instituting 

procedures for continuous performance evaluation, training, and improvement. 

6.0 Program Controls & Reporting.   

“Program Controls & Reporting” refers to the document preparation, 

implementation, and monitoring of a program-wide system of controls and reporting on 

all pertinent matters relating to the Bond  Program, including, without limitation, 

financial matters. The Program Manager will be expected to administer and provide 

technical support for a comprehensive set of procedures for program controls and 

reporting, as well as a re-assessment of the existing Bond Program controls and 

reporting system with the objectives of improving efficiency and effectiveness, including 

providing recommendation for: establishing an integrated system of cost/schedule 

reporting between CPTs and the Program Manager,  maximizing use of the District’s 

Bond Program website,  revising monthly reporting formats to align content with issues 

of relevance to decision-makers, developing an approach and system for “Earned Value 

Management Reporting,” providing an asset management system and data base that 

tracks and values all assets purchased, held, and transferred to surplus property, 

providing for enhanced information and communications interfacing between funding 

and financial management functions, providing for enhanced means of managing  

changes,  extending control and reporting systems beyond tracking project design and 

construction to include program management goals and objectives, establishing goals 

and indices for measuring success of goals and tracking performance relative to 

achievement of such goals and indices, and evaluating the current program 

management software and recommending and implementing any changes that may 

improve its security, operability, and functionality. 

7.0 Risk Management.   

“Risk Management” refers to the conventional processes of managing risk by 

means of insurance and bonding (including such matters as continued maintenance of 

insurance coverages by consultants, contractors, and vendors and maintaining a 
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database of expiration dates of required in-place insurance), as well as a process for 

continuously and proactively anticipating, identifying, tracking, assessing, monitoring, 

and mitigating risk that includes both general guidelines (such as, for example, alternate 

project delivery methods, joint use of core facilities, bid packaging, reuse of plans and 

specifications, and bulk purchasing) and specific approaches targeted at particular risks.   

8.0 Dispute Resolution Support 

“Dispute Resolution Support” refers to the reviewing and providing advice to the 

District on claims asserted and the supervision of the activities leading to their 

resolution by means of settlement or the dispute resolution procedures provided for by 

the claimant’s governing contract or applicable laws.  The Program Manager will be 

expected to provide complete and comprehensive services for claims and dispute 

resolution support, including evaluating, making recommendations on, and 

implementing, under the direction of the Chief Facilities Executive of Facilities Planning 

and Development or its designee, terminations and suspension of contracts based upon 

default or for convenience, developing and maintaining a procedure for tracking the 

status and pertinent statutory deadlines relating to stop payment notices and related 

enforcement actions; under the oversight of the Chief Facilities Executive of Facilities 

Planning and Development or designee, responding to requests for production or 

copying of public records pertaining to the Bond Program, monitoring the handling of 

judicial, administrative, and extra-judicial proceedings by legal counsel assigned by the 

Chief Facilities Executive of Facilities Planning and Development or designee, and 

providing continuous reporting on status and critical decisions, administering contracts 

with claims consultants in a manner designed to preserve and protect all legal privileges 

and confidentiality; participating as an advisor in the processes for dispute resolution, 

including stepped negotiations, mediation, arbitration, litigation, and related discovery 

proceedings, assisting legal counsel in responding to requests for discovery, preparing 

under the oversight of legal counsel written agreements memorializing settlements of 

claims, and making recommendations for timely submission of claims with insurance 
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carriers providing insurance separate from or in addition to the OCIP and other 

coverages provided by the District. 

9.0 College Project Team Oversight.   

The Program Manager will report to both the College President and the Program 

Manager, but the College Project Team will be accountable to the Program Manager for 

quality of performance. The College Presidents will maintain the responsibility for 

making certain the projects satisfy the requirements of their educational and master 

plans, and in all matters of accreditation. “College Project Team Oversight” refers to 

preparing, implementing, and monitoring performance by College Project Teams. 

Consistent with the District’s revised approach to program management, the Program 

Manager will assume direct responsibility for managing and supervising all aspects of 

the College Project Teams’ performance and directly interfacing with the CPTs who shall 

report directly to the Program Manager. In furtherance of this objective, the Program 

Manager will be expected to design, prepare, implement, monitor, and enforce a 

program-wide Construction Management Plan for all College Projects that includes 

procedures and forms for:  

(1) organizational reporting structure and responsibilities; 

(2)   roll-up reporting of project status; 

(2) mobilization and issuance of notices to proceed; 

(3) tracking CPT performance under staffing plans; 

(4) review and approval of CPT invoices; 

(4) submittals management; 

(5) project controls; 

(6) regular, periodic project status reviews; 
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(7) compliance with budgetary guidelines;  

(8) cost estimating assistance and related data base; 

(9) documentation management; 

(10) procurement and contract administration; 

(11) quality control and inspection; 

(12) schedule review and critical evaluation (including evaluation of 

options for phasing); 

(13) health, safety, and environmental protection and oversight of CPT 

operational site planning, including safety plans, emergency 

response plans, movement management plans, and site logistics 

and circulation plans; 

(14) coordination of field schedules with Bond Program milestones; 

(15) monitoring of LEED Certifications; 

(16) monitoring of compliance with environmental requirements; 

(18) maintaining  a change management process for construction 

change orders that tracks and evaluates the causes for changes 

and recommends approaches to reducing changes;  

(19) coordinating relocation and move-management services. 

(20) regulatory compliance; 

(21) commissioning;  

(22) project closeout and punch-lists;  

(23) warranty inspections;  
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(24) process improvement training;  

(25) confirming close-out of all contracts, receipt of DSA certifications, 

and making of final payments; and  

(26) confirming close-out of all contracts, receipt of all as-built 

drawings, warranties and guarantees, operations and 

maintenance manuals, and maintenance materials.  

10.0 Outreach and Labor.  

“Outreach” refers to enforcing the District’s policies and procedures for outreach 

to Local, Small, and Emerging companies, compliance with compliance with the 

applicable Project Labor Agreement, Labor Compliance Program, and labor law 

requirements. Program Manager will track results of outreach efforts, report to the 

District, developing a database of information (including, without limitation, a data base 

of small, local and emerging companies), and providing assistance to the Colleges and 

the CPTs in implementing the District’s outreach policies. 

.  


