
Planning Design & Construction

Capital Project Management Roles & Responsibilities Checklist

PROJECT:

P Indicates LEAD Party; "A" indicates and/or ASSIST role

PM = Project Manager; CM = Construction Manager; ARCH = Architect; DIR = Director of PDC; AVP = Associate VP, FD&O

PM CM ARCH DIR AVP

Date 

Completed

Initial of 

Person who 

Completed 

Task

1 P A

2 P

3 P A

4 P A A

5 P A

6 Develop project directory / project lines of communication P

7 P

8 P

1 P A

2 P

3 Prepare Project Estimation & Cost Approval Request P A A

1

a P

b P

c P A

d
P

A A

2

e P

f P

g P A

h 
P

A A

Develop preliminary project budget

Initiate selection process as required

Issue RFQ  Special Consultants as required

Conduct interviews for Special Consultants

Make final selection(s) and execute professional services contract(s) 

to ensure complaince with SJSU procurement procedures

Initiate selection process for project Architect

Issue RFQ for Architectural Services

Conduct interviews for Architectural teams

Make final selection and execute a professional services contract to 

ensure compliance with SJSU procurement procedures

Review requirements for Special Consultants

B. BUDGET

Prepare budget summary 2-7

Establish Design Team

C. DESIGN

A. PROJECT INITIATION

Clarify goals and objectives of project

Confirm if project is a minor cap or major capital

Evaluate project scope and intent with end-users

Confirm & verify funding source for the project

Select project delivery method

Develop preliminary project schedule

Review project location for a verification of existing conditions
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PM CM ARCH DIR AVP

Date 

Completed

Initial of 

Person who 

Completed 

Task

3

a P

b P

c Review and approve space schematic/flow diagrams P A

d Review and approve existing facility survey information P A

e P A

f
P

A A

g P

h
P

i P

3

a Coordinate Schematic Design Phase project meetings P

b P A

c P

d P

e P

f P

g P A

h P

i P

j P

k P

l P

m
P

n P A

o

P

A

p P A A

q P A

r P

s P

PM CM ARCH DIR AVP

Date 

Completed

Initial of 

Person who 

Completed 

Task

Coordinate 100% SD presentation to CSU Board of Trustees

Maintain project and design documentation back up in electronic 

format 

Issue SD phase pproval and NTP for designer to proceed with the 

Design Development Phase

Evaluate requirements for phasing of project

Review and approve Design Schedule Report

Document department approval of Schematic Design w/ authorized 

signatures

Coordinate and ensure CPDC compliance for Architectural / Structural 

/ Plubming / HVAC / Electrical & Telcom / Outline Specs / Estimated 

Construction Cost CDC 2-7 / Area Tabulation CPDC 3-1 / Basis of 

Design Reports

Coordinate presentation to CPDC at 75% SD 

Update CEQA documentation

Conduct preliminary review for required code compliance - SFM and 

Seismic Review Board

Review and approve written recommendations on required 

additional information and data

Review and approve preliminry estimates of construction costs, times 

of completion and alternatives

Review Designer's monthly progress report(s)

Coordinate site visits and investigations

Issue Program Phase approval with NTP to SD Phase

Maintain project and design documentation back up in electronic 

format 

Schematic Design Phase

Update project master schedule in accordance with CPDC 

requirements

Programming Phase

Coordinate Programing Phase project meetings

Update project master schedule

Review and approve estimate of project cost

Obtain Department approval of program scope w/ authorized 

signatures

Review and approve schematic layouts, sketches and conceptual 

design criteria with supporting reports and exhibits

Create schematic FF & E layouts & budgets with supporting reports 

and exhibits

Evaluate requirements for FF & E

Verify and coordinate CEQA requirements
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4

a P

b P

c P

d P

e P

f P A

g P A

h P A

i P A

j P A

k P A

l P A

m P

n P

o P

p A P

q P

r P

s P

t P A

u P A

v P

w P

x P

5

a P

b P

c P

d P

e P A

f P A

g A P

h P A

i P

j P

PM CM ARCH DIR AVP

Date 

Completed

Initial of 

Person who 

Completed 

Task

k P A

Civil / Architectural / Structural / Plumbing / HVAC / Electrical & 

Telecom / 

Construction Document Phase

Coordinate CD Phase meetings

Update project master schedule and track variations

Review designers monthly progress reports

Develop updated estimate of construction cost in 2-7 format

Coordinate 50% CD Progress submittal requirements:

Civil / Architectural / Structural / Plumbing / HVAC / Electrical & 

Telecom / Landscape / Specifications

Develop updated cost estimate

Code Analysis Report & Plans

Inter-Disciplinary coordination review

Provide written responses to CPDC Commnets

Coordinate and monitor progress on CD package

Coordinate 95% CD Progress submittal requirements:

Confirm IT and AV specs, coordination information

Document department approval of DD Phase w/ ahthorized 

signatures

Coordinate 100% Preliminary Design to CPDC

Issue DD Phase approval and NTP to the Construction Document 

Phase

Provide written response to CPDC comments

Review and approve outline specifications

Verify, review and approve established basis of design reports

Design Development Phase

Coordinate Design Development phase project meetings

Update project master schedule and track any variations

Review designer's monthly progress reports

Review and approve progress DD drawings

Review & verify Architectural Requirements

Review & verify Structural Requirements

Review & verify Plumbing Requirements

Review & verify HVAC Requirements

Evaluate requirements for construction phase testing and inspection - 

soils, materials, welding and dewatering

Coordinate 50% Preliminary Design CPDC

Verify & confirm FF & E requirements

Review progress designs to ensure alignment with end-user 

programmimg criteria

Review & verify Electrical & Telecom Requirements

Review & verify project Outline Specifications

Develop updated estimate of construction cost in 2-7 format

Update AreaTabulation of Form 3-1 

Conduct interdisciplinary disciplinary coordination (IDC) review 
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l A P

m A P

n P A

o A
P

p A P

q P A

r P A

s P A

t

A P

A P

A P

A P

A P

A P

u P

v P A

w A P A

x

A
P

A

A
P

A

A
P

A

A
P

y P

z P A

1

2 P

3 P

4 P

5 P

6 P

PM CM ARCH DIR AVP

Date 

Completed

Initial of 

Person who 

Completed 

Task

7 P

8 P

9 P

10 P

Verify FF & E requirrements & project phasing if required and finalize 

FF & E budget.

Verify Contractor Pre-Qualification requirements for 

major cap projects.

Legal terms and conditions

Instructions to Bidders

Review Bid Form, Alternates & Allowances

Review Table of Contents, Drawing List

Commissioning Procedures

Special Procedures

Summary of Work

Agreement

Coordinate & prepare materials board

Coordinate & prepare Basis of Design Reports

Coordinate & prepare Contract Documnts to include the project 

"Front End" bidding documents

Cordinate and prepare project specifications: General Conditions / 

Supplementary General Condiitons / Special Conditions

Prepare updated estimated project construction cost in CSI format 

detaled to Level 4. Summarized in a 2-7 format

Coordinate & prepare Calculation of Areas to include total Assignable, 

Gross area and Building Efficiency

Coodinate requirements for Soils & Materials testing

Coordinate Interdisciplinary Plan Review of contract documents

Agency Review of Construction Documents

State Fire Marshall

Seismic Review

Building Code Review

Access Compliance (DSA)

Local Health Department (if required)

Coordinate & prepare contract documents for bidding

D. BIDDING

Coordinate & prepare Division 1 package

Non-Typical (as required)

Verify Construction Documents for completeness

Conduct Constructability Review

Pepare & coordinate 100% Construction Documents

Certify with required certification compliance with Title 

24

Stamp all drawings and specifications as required by 

registered architects & engineers

Submit 3 sets of completed, stamped and signed 

construction documents to project administrator

Provice electronic copies of Construction Documents

Provide written responses to CPDC Comments
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11 P

12 P

13 P

14 P

15

16 P

17 P

18 P

19 P A

20 P A

21 P A

22 P

23 P A

24 P

25 P A

26 P

27 P

28 P

29 P

30 P

31 P

1 A

2 A

3 A

4 A

5 A

6 A

7 A

8 A

9 A

10 A

P

PM CM ARCH DIR AVP

Date 

Completed

Initial of 

Person who 

Completed 

Task

1 A P

2 A P

3 A P

4 A P

Review Contractor Safety Plans

Issue notice of Intent to Award

E. CONTRACT EXECUTION

F. CONTRACTOR MOBILIZATION

Issue Notice to Proceed

Enforce Notice to Proceed (NTP) Requirements

Approved site-specific safety program

Required permits

Construction Contract Award

Contractor Contract review period

Contract insurance review Sr. Contracts Specialist

Prepare requisition by Project Account Analyst

Project Account Analyst submits agreement package to F D & O 

managers for approval

Budget Officer approves funding encumbrabce and signs agreement

Purchasing reviews, signs agreement and issues PO

Major Cap projects >$610k requires agreemnt review by CSU General 

Counsel

Contract distribution by Sr. Contracts Specialist

O.K. for Notice to Proceed

* lead role by PDC Sr. Contracts Specialist

Conduct Pre-Bid Conference & Jobwalks

Document & publicise jobwalk attendees

Monitor bidding, answer RFIs & issue Addenda

Publicise Addenda issued

Receive & Evaluate Bids

Summarize & Post Bids received

Price & Conformity with Bid documents

Veirfy OCIP Conformance

Verify required License, Bonds & Insurance

Supplementary Conditions

Report, Surveys & Existing Conditions

Coordinate Bid Form with Contracts Specialist

Advertise Project

Legal Notice

Trade Publications

Bid Announcement to PQ contractors & others

Assemble Bid Package(s)

Verify and Coordinate OCIP Requirements

Logistics & Schedule
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5 A P

6 A P

7 A P

8 A P

9 A P

10 A P

11 A P

12 A P

13 A P

1 A P

2
A P

3
A P

4 A A P

5 A
P

6 A

P

1

a
P

b P

2

a

A P

PM CM ARCH DIR AVP

Date 

Completed

Initial of 

Person who 

Completed 

Task

3

a

A P

4

Administer and enforce all construction contracts on behalf of the 

University

Verify site conditions relative to FF & E to assure coordination

Coordination
Coordinate all parties involved in the construction phase. This 

includes but not limited to: Contractors, direct material or equipment 

suppliers, inspection and testing companies, State and local 

authorities, project architects, engineers, consultants and university 

department staff.

Record Keeping

Maintain and electronic and "hard copy" construction files to 

properly organize and keep all the necessary documents following 

University-standard filing protocols.  Files shall be up to date and 

accessible to University staff at all times.

Meetings

G. SUBMITTAL & SHOP DRAWING REVIEW

Prepare and maintain a submittal & shop drawing log

Assess contractor's submittal/shop drawing schedule on a regular 

basis

Receive contractor's submittals and shop drawings.  Review for 

conformity with contract requirements

Review submittals & shop drawings

Monitor status of submittal & shop drawings. Follow up on 

outstanding or late documents

Receive and compile submittal and shop drawing comments from all 

sources. Update log to indicate final dispensation of document. 

Distribute returned submittals and shop drawings to contractor(s)

H.  CONSTRUCTION

Construction Contract Administration

Approved fire protection plan

Conduct pre-construction conference

Approved schedule of values

Approved construction baseline schedule

Secure parking permits and site access

Prepare and maintain project directory

Coordinate & pepare construction impact notices

Coordinate communication to campus community
If required, coordiate notices to local enforcement 

agencies
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a

A P A

5

a

A
P

b A
P

c A
P

d A P

6

a A P

b A
P

c A
P

A

d

P

7

a
P

b P

c

A A

P

d A A
P

e A A
P

f A P P

PM CM ARCH DIR AVP

Date 

Completed

Initial of 

Person who 

Completed 

Task

g

A
P

A

8

a A
P

b A P

c A P

Review directives issued by the IOR, verified by the architect and 

necessary to obtain compliance with the requirements of the 

contract documents.

Schedule Updates

Receive, review and approve updated contractor progress schedules.

Maintain master project schedule

Maintain master program schedule

Monitor status of RFIs and follow up with outstanding and late 

documents.
Distribute, monitor and coordinate resolution of RFI responses from 

all sources. Develop and monitor status of of updating log to indicate 

document final dispensation of document. Monitor return of RFIs to 

contractor(s).

Testing & Inspections
Ensure solicitation and selection procedures have been in accordance 

with Univeristy procurement procedures for a Testing company and 

an Inspector of Record.

Follow up with the execution  of required contracts

Monitor testing as required by the specifications and special 

requirements to be conducted by soils and materials testing 

laboratories.

Develop a summary list in the specifications of tests required for the 

contractor to complete.
Provide design-related technical direction in the interpretation of 

contract documents to the IOR. 

Review inspection reports generated by the IOR

Documenting Work / Site conditions

Using photographs, videos, geotech reports, etc., document pre-

conditions of the site and adjacent facilities.

As needed, maintain a daily log of all construction activities and 

collect daily reports from the IOR and Contractor.

Record construction progress using digital photographs. Update 

photos to project files on a weekly basis.

If possible, set up web-cam

Requests for Information (RFIs)

Maintain and/or monitor status of contractor-generated RFI log

Receive and review all RFIs and check for compliance with contract 

requirements.

Conduct regular jobsite meetings with Contractors, project architects 

& engineers, inspector and representatives of the University to 

review and discuss procedures, progress, problems, scheduling and 

other appropriate matters, prepare agendas for each meeting, take 

minutes of each meeting, indicating action items and responsible 

parties, transcribe and distriubute copies to all participants.
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9

a
A P

A

b A P A

c
A P

d A
P

e A P

f A P

10

a

P

b
P

c A P

A P

A P

A P

A P

A P

A P

P A

P A

P A

P A

d A P

c
A P

d A P

e A P

f P A

PM CM ARCH DIR AVP

Date 

Completed

Initial of 

Person who 

Completed 

Task

1 A P A

2 A P A

3 A P A

4 P A

5 A P

6 P

7
P

Coordinate FF & E delivery & placement

Facilitate staff training in accordance with contract requirements.

Prepare 5 copies of final CO for signatures / final approval

I.   Contract Completion Phase

Initiate Check Inspection with project team.

Initiate Project Punch List review

Initiate Project Final Inspection

Coordinate project commissioning requirements

M & O review of project

Request first 2 weeks of certified payroll and hourly labor rate 

worksheets for contractors and subcontractors workers on the 

project.
Request Subcontractor Status Report identifying whether a listed 

subcontractor is a subsidiary of the GC or whether the subcontractor 

is owned or partially owned by the GC.

Prepare initial Change Proposal Form for review by PDC.

Prepare Cost Request Bulletin (CRB)

Contractor to submit completed CRB with back up material for review 

& approval

Review cost submitted for final CO execution

Description of Proposed Change

Necessity of Proposed Change

Origin & Originator of Proposed Change

Classification of Propsoed Change

Estimated Cost of Proposed Change

Preparation & Recommendation

Funding

Final Recommendation

Final Approval

Request to prepare CRB / CO

Verify if time extension is warranted

Receive, collect, audit  and make available as requested certified 

payroll reports.

Receive, log and maintain current status reports of all conditional and 

unconditional releases.

Receive and log all pre-lein and stop notices

Process stop-payment or lien filings/notices

Change Orders

Contractor Invoices/Paperwork/Progress Payments
Receive and review contractor invoices. Check for complete 

compliance with contract requirements. Compare against schedule of 

values and progress schedule.  

Verify & check required back up and authorized signatures
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8
P

A A

9 P A A

10 P A A

11 P A A

12 P

a P

b P

c P P

13
P

A

14 P

15 P

1

a
P

b P

c P

d P

e P

2

a
P

b
P

c P

d P

e
P

PM CM ARCH DIR AVP

Date 

Completed

Initial of 

Person who 

Completed 

Task

1 P

2
P

3
P

4
P

5
P

Coordiate needs to implement move including boxes, labels and 

special moving instructions.

Initiate execuive meeting with impacted department representatives 

to confirm process defenition, fact gathering, document transfer, and 

vist exisitng and new sites.

J.   Group 2 FF & E Coordination

Non-IT FF & E

Assist in the scheduling of orders for new Non-IT FF & E items per FF 

& E schedule.

Coordinate & oversee removal of surplus furniture from site.

Coordinate & oversee receipt and installation of new furniture.

Coordinate & facilitate Furniture Punchlist, completion.

Assist in review and approval of FF& E vendor payments.

IT and AV Equipment

Assist in the scheduling of orders for IT and AV new equipment per FF 

& E schedule.

Coordinate with ITS & oversee receipt of new IT and AV equipment.

Coordinate with ITS installation of new IT and AV equipment.

Assist ITS with IT and AV equipment punchlist

Assist in review & approval of IT and AV equipment vendor 

payments.

Coordinate & complete contract closeout and Retention Release 

checklist.

Coordinate procedures to file project Notice of Completion

K.   Move Management (if required)

Coordinate & manage move logistics

Develop a comprehensive move management plan in consultation 

with end-user in a "From" - "To" format with move checklist.

Develop a move budget plan to inlcude move costs, storage costs if 

required, interim swing space costs, rentals if required.

Coordinate receipt of "as-built" drawings, O & M manuals warranties 

and other documents required by the contract.

Prepare Certificate of Substantial Completion

Execute Certificate of Substantial Completion

Coordinate final agency approvals for occupancy

Coordinate contractor demobilization

Removal of temporary construction facilities

Return of all district property:  Keys, permits, etc.

Final clearing of project site

Initiate Project Performance Report
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6
P

7
P

8
P

9 P

10
P

Assess and verify if any furniture & equipment will be required to be 

surplused.

Work with campus move manager to assess need for contract moving 

services.

Create maps and signage as required.

Coordinate & manage new furniture & equipmement to be furnished.

Develop a detailed move schedule with milestones and due dates.
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