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SECTION 01 31 00

PROJECT MANAGEMENT AND COORDINATION

PART 1 - GENERAL

1.1 SUMMARY

A. Section Includes: Description of Project management and coordination including but 
not necessarily limited to the following:

1. General Project coordination procedures.
2. Coordination drawings.
3. Staff names.
4. Administrative and supervisory personnel.
5. Project meetings.

B. Related Sections:

1. Section 01 30 00: Administrative requirements.
2. Section 01 79 00: Demonstration and training.

1.2 COORDINATION

A. Coordination: Coordinate construction operations included in various Specifications 
sections to ensure efficient and orderly installation of each part of Work.

1. Coordinate construction operations that depend on each other for proper 
installation, connection, and operation.

2. Coordinate work to assure efficient and orderly sequence of installation of 
construction elements.

3. Make provisions for accommodating items installed by Owner or under separate 
contracts.

B. Prepare memoranda for distribution to each party involved as needed, outlining 
special procedures required for coordination.

1. Include required notices, reports, and list of attendees at meetings; include 
Architect and Owner in distribution.

C. Verify characteristics of interrelated operating equipment are compatible; coordinate 
work having interdependent responsibilities for installing, connection to, and placing 
such equipment in service.

D. Coordinate space requirements and installation of mechanical and electrical work 
indicated diagrammatically on Drawings.

1. Follow routing shown for pipes, ducts, and conduits as closely as possible; make 
runs parallel with lines of building.

2. Utilize spaces efficiently to maximize accessibility for other installations, for 
maintenance, and for repairs.
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E. Conceal pipes, ducts, and wiring in finished areas unless otherwise indicated; 
coordinate locations of fixtures and outlets with finish elements.

F. Administrative Procedures: Coordinate scheduling and timing of  administrative 
procedures with other construction activities and activities of other contractors to 
avoid conflicts and ensure orderly progress of Work.

1.3 SUBMITTALS

A. Coordination Drawings: Prepare Coordination Drawings for areas where space 
availability is limited and necessitates maximum utilization of space for components 
and where separate entities, products, and materials require coordination.

1. Require each subcontractor with items located in ceiling space to furnish 
coordination drawings of their items to assist in preparation of Contractor’s 
Coordination Drawings.

2. Indicate relationship of components shown on separate Shop Drawings.

3. Indicate required installation sequences.

4. Ceiling Spaces: Take special care to coordinate structure, ceiling systems, 
equipment located in ceiling spaces, fire protection systems, mechanical 
systems, and electrical systems.

B. Staff Names: Immediately after receipt of notice to proceed or immediately after signing 
of Contract by Owner and Contractor, submit list of principal staff assignments, including 
superintendent and other personnel in attendance at Project site.

1. Post copies of list in Project meeting room, in temporary field office, and by each 
temporary telephone.

1.4 SUPERVISORY AND ADMINISTRATIVE PERSONNEL

A. Provide supervisory personnel, in addition to Project Superintendent, as required for 
proper and timely performance of Work and coordination of subcontracts.

B. Provide administrative staff as required to allow Project Superintendent and 
supervisory personnel to allocate maximum time to Project supervision and 
coordination.

1.5 PROJECT MEETINGS

A. Schedule and administer Project meetings throughout progress of Work:

1. Pre-construction meeting.
2. Progress meetings at weekly intervals.
3. Pre-installation conferences.
4. Coordination meetings.
5. Special meetings.
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B. Make physical arrangements for meetings, prepare agenda with copies for 
participants, preside at meetings, record minutes and distribute copies within two 
days to Architect, Owner, participants, and those affected.

C. Attendance: Job superintendent, major subcontractors and suppliers as appropriate 
to agenda; Architect, Owner, and Owner and Architect’s consultants as appropriate to 
agenda topics for each meeting.

D. Suggested Agenda: Review of Work progress, status of progress schedule and 
adjustments, delivery schedules, submittals, requests for information, maintenance of 
quality standards, pending changes and substitutions, and issues needing resolution.

END OF SECTION


