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Albert, Donna

Civil Engineer

dalbert@ga.wa.gov

(360) 902-7248

(360) 239-3243
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Energy Consultant
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(360) 902-7261
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Office Assistant
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Cost Engineer
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(360) 902-7221

Benson, Eric

Architect

ebenson@ga.wa.gov

(360) 902-7263

Bourg, Bob

Claims Dispute Manager

bbourg@ga.wa.gov

(360) 902-7230
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Burdette, Kim

Contracts Specilist

kburdet@ga.wa.gov

(360) 902-7275

Cabiao, Jo Ann

Administrative Assistant

jcabiao@ga.wa.gov

(360) 902-7231
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Senior Facilities Planner

dcannon@ga.wa.gov
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Architect
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Colasurdo, Bob

Architect
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Deakins, Nancy Deputy Assistant deakink@dshs.wa.gov (360) 902-8161 | (360) 480-6936
Director
Dixon, Bob Project Manager bdixon@ga.wa.gov (360) 902-7265 | (360) 239-2563
Doty, Wayne Assistant Chief dwayne@docl.wa.gov (860) 753-1670 | (360) 701-8847
Eder, Kip Technical Services keder@ga.wa.gov (860) 902-7233 | (360) 239-1862

Manager

Faust, Andrea

Contract Specialist

afaust@ga.wa.gov

(360) 902-7223

Fields, Elsa Contract Specialist efields@ga.wa.gov (360) 902-7235
Flynn, Todd Mechanical Engineer tflynn@ga.wa.gov (360) 902-7251 | (360) 239-3096
Forsberg, Keri Administrative Trainee kforsbe@ccs.spokane.edu (509) 533-8282
Frye, Jessi Office Trainee jfrye@ga.wa.gov (360) 902-7238 | (360) 239-3096
Fyfe, Kathi Management Analyst kfyfe@ga.wa.gov (360) 902-7224
Glandon, Barb Contract Specialist bglando@ga.wa.gov (360) 902-7232

Glave, Terrie

Administrative Assistant

tglave@ga.wa.gov
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Grobins, Maris

Deputy Assistant
Director
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Hanlon, Gerry
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Manager
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Senior Project Manager
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Engineer
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Team C
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Hess, Alana
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Office Trainee

smagney@ga.wa.gov
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Maher, Carol

ADA Manager
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Martin, Jonathan

Administrative Trainee

jbmarti@ga.wa.gov

(360) 902-7243

Mason, Kim Administrative Trainee kmason@ga.wa.gov (360) 902-7351

Masters, Jim Assistant Barrier-Free jmaster@ga.wa.gov (360) 902-0425 | (360) 239-0883
Facilities Program

Mitchell, Gale Secretary Administrative, | gmithce@ga.wa.gov (360) 902-7250
Team A

Miller, Eddie Contract Specialist emiller@ga.wa.gov (860) 902-7219

Moore, Dan Senior Facilities Planner | dmoore@ga.wa.gov (360) 902-0434 | (360) 239-4467

Nakahara, Julie

Civil Engineer

jnakaha@ga.wa.gov
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Nichols, Jeremy

Energy Engineer
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Nugen, Kent

Deputy Assistant
Director Team D
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Engineering Aid
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Contracts Manager

rorr@ga.wa.gov

(360) 902-7239

Othieno, Erasmus

Electrical Engineer

eothien@ga.wa.gov

(360) 902-7252

(360) 239-3225

Partington, Phillip

AdministrativeTrainee

ppartin@ga.wa.gov
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Price, Richard

Architect
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Management Analyst
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Rohner, Greg

Electrical Engineer

grohner@ga.wa.gov
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Cost Engineer
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Simpson, Stuart

Facilities Senior Planner
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Smith, Eunice

Office Trainee
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Stark, Gilda

Energy Engineer
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Engineer
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Instructions for A/Es Doing Business with E&AS

CHAPTER 1

General Information

1.0 Manual's Purpose

These Instructions with appendices are for
Architectural or Engineering consultants (A/E)
having design Agreements with the Department of
General Administration (GA), Division of
Engineering and Architectural Services (E&AS) for
work at various state agency locations.

These Instructions and appendices are considered to
be part of the Owner’s project guidelines. They are
not intended to modify or eliminate any of the terms
or provisions of the Agreement. If conflicts occur
between the Agreement and these Instructions, the
Agreement shall govern.

Guidelines for design, commissioning, energy and
environmental, energy life cycle cost, indoor air
quality, constructability, Y2K, CADD standards,
value engineering, and construction waste
management will be provided as needed. The A/E,
Client Agency, and E&AS PM will determine which
guidelines are applicable for individual projects.

Abbreviations and definitions used in this manual
are contained in Appendix I.

1.1 Authority

1.10 Department of General Administration

The Department of General Administration, Division
of Engineering & Architectural Services is
authorized by statute to design or to contract for the
design and construction of public works projects for
state owned facilities for numerous State agencies.
RCW 43.19.450.

1.11 E&AS Project Manager

The E&AS Project Manager (PM) represents the
legal contracting authority for the State. Department
of Corrections (DOC) projects are managed by DOC
Team Project Managers who represent the legal
contracting authority for those projects. The DOC
Team PM is synonymous with the E&AS PM as
used in this document.

1.12 Design/Construction Statutes & Codes
Over 80 statutes, Revised Code of Washington
(RCW), and codes, Washington Administrative
Code (WAC), apply to the design and construction
of State-owned facilities. See Appendix Il for a list
of most applicable RCW and WAC sections. The

AJE is required to conform to all applicable statutes
and codes.

1.2 Participants & Responsibilities

1.20 Principal Participants
E&AS PM
Client Agency
AJE

1.21 Typical Responsibilities
(A specific project may require additional or
differing responsibilities.)

E&AS PM:
Provide a project scope, schedule and budget,
determine which guidelines are applicable to the
project and incorporate them into the scope of
services.

Conduct A/E selection process.

Negotiate and prepare the A/E Agreement for
execution and issue a Notice to Proceed (NTP) to
the A/E.

In a timely manner, issue Notice to Proceed
(NTP) for various phases of project design, bid
and construction.

Review and approve invoice vouchers for
payment.

Approve changes in scope of services, schedules,
budget, fees, and amend the A/E Agreement.

Review and approve progress documents
submitted by the A/E.

Arrange for the advertising, receipt and opening
of bids.

Set up a Pre-Construction meeting with the
contractor, A/E, and Client Agency.

Facilitate resolution of project issues, disputes, or
claims.

Accept completed work on behalf of the state.

Client Agency:
Review and concur with the project scope,
schedule and budget, provide recommendations
to the E&AS PM on which guidelines are
applicable for incorporation into the project scope
of services.

Participate in the A/E selection process.
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Provide detailed functional requirements, site
constraints, existing record drawings and
specifications, design standards, maintenance
requirements and other pertinent information to
the E&AS PM and A/E.

Have a representative authorized to make
decisions at all scheduled meetings.

Agency personnel, who have appropriate project
knowledge, should attend project design and
construction meetings.

Review work and recommend approval to the
E&AS PM.

Disburse monies following approval of the
invoice voucher(s) by the E&AS PM.

Submit written requests for any changes in scope
of services, schedule, budget, or fees to E&AS
PM for review, approval, and incorporation into
the legal documents.

A/E Consultant:
Be fully knowledgeable of the state's Agreement,
Instructions for A/Es, and Guidelines.
Understand and provide the services specifically
included or required by the project scope and the
applicable guidelines.

Prepare invoice vouchers for payment of A/E
services. See Appendix Il for instructions for
preparation of invoice vouchers.

Have a representative authorized to make
decisions at all scheduled meetings.

Provide updated project cost estimates and
schedules at the end of the Schematic Design,
Design Development, and Construction
Document phases.

Participate in the bid opening process. See
Chapter 4 of these instructions.

Initiate and obtain design, plan reviews and

approvals from all applicable regulatory agencies.

Submit written requests for any changes in scope
of services, schedules, budget, or fees to E&AS
PM for approval.

Attend and participate in leading the Pre-
Construction meeting with Contractor, E&AS
PM, and Client Agency.

Schedule and chair design and construction
meetings, establish and distribute agendas for
meetings, record meeting minutes and distribute

to E&AS PM, Client Agency, Contractor, and
other appropriate parties.

In a timely manner, review contractor invoice
vouchers and approve for payment.

Prepare and process change order proposals and
field authorizations.

1.3 Communications

1.30 Communications between A/E, Client
Agency, and E&AS PM

Correspondence and communication on all issues to

or from the A/E shall be channeled through the

E&AS PM. Exceptions may be authorized by the

E&AS PM for specific projects or situations.

Authorization by the E&AS PM for the A/E to
communicate directly with Client Agency personnel
may be given to expedite the design and to avoid
communication delays. This action does not
authorize additional work, change in scope, or ex-
clude copying all communications between A/E and
Client Agency to the E&AS PM.

1.31 State Project Numbers

Determining Project Number
A project number, for example 2000-024,
consists of the fiscal year (2000) and an E&AS
numerical sequence number (024).

Assigning Project Numbers
E&AS shall assign a State Project Number to all
projects.

Using Project Number
All written communications regarding the project
shall carry this E&AS project number.

All drawings, specifications, reports, and project
correspondence MUST have the state project
number. The suffixes are to be used only in
reference to a specific agreement or contract.

1.32 Review and Approval

Review and approval shall be conducted in
accordance with the schedule of services defined in
the Agreement.

Final review and approval authority for A/E's work
resides with E&AS PM.
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CHAPTER 2

Planning and Design

2.0 State Expectations

2.00 Project Design

State facilities are intended for long-term use. Their
design must provide functional facilities requiring
low maintenance; must be durable; provide
flexibility for changing uses, and low in operating
costs. The State requires construction documents to
be complete, clear, specific, accurate, coordinated
between disciplines, and explicit in suitable
materials, systems, and workmanship.

Throughout the design phase of a project, the A/E
shall work closely with the E&AS PM and Client
Agency staff to ascertain and confirm all project
requirements.

In addition to the guidelines contained in the
appendices, the Client Agency may have specific
design requirements. These requirements will be
provided through the E&AS PM.

2.01 Project Budget

The budget is fixed and the project must be designed
and bid within the Maximum Allowable
Construction Cost (MACC).

2.02 Project Scheduling

The project schedule shall be based on the planning,
design, and construction requirements of the project
and must consider the state funding cycles,
curriculum or school year determinants, weather,
etc., and must allow sufficient time for owner
mandated review, including value engineering,
energy life cycle cost analysis, ADA review,
constructability review, building commissioning,
and permitting procedures.

2.1 A/E Additional Services

The A/E shall not proceed with additional service
work prior to receiving written authorization from
the E&AS PM.

For authorization to be provided, the A/E shall
prepare a written proposal for additional services
based on the Conditions of the A/E Agreement.
Written authorization for additional services must be
contained in the Agreement or by amendment to the
Agreement.

2.2 Initial Design Meeting

E&AS PM shall schedule an initial design meeting
with the A/E and Client Agency. Agenda will
follow the "PRE-AGREEMENT CONFERENCE
CHECKLIST" and will also include: Introduction of
agency personnel, subconsultants, and other
participants, reviewing project's scope of work,
budget, communications, guideline requirements,
Client Agency's design requirements, project
schedules, and existing data.

2.3 Pre-planning and Design

2.30 Existing Program Data

The E&AS PM and Client Agency will make
available to the A/E all available program data for
functional requirements.

2.31 Existing Project Data

The A/E will be given or have access to all available
existing project data; for example: program, as-
builts, studies, surveys, EIS, hazardous material and
maintenance surveys, checklist(s), space standards,
construction standards or other owner requirements.

If an OFM pre-design study was undertaken by the
Client Agency for the project, that data will be made
available to the A/E.

2.32 Existing Conditions

The A/E shall review the as-builts, any pertinent
studies, and other data with their sub-consultants to
assess the relationship between the existing and
proposed project conditions. Following this review,
the A/E and their sub-consultants will perform a site
investigation to verify existing conditions.

After investigation of existing conditions, the A/E
should recommend to the E&AS PM any necessary
supplemental surveys or studies. The
recommendation shall be in writing and include
reason(s), purpose(s), and if applicable, a proposed
fee for the work.

2.33 Permitting Agency Coordination

The A/E shall know the requirements imposed by all
permitting agencies having jurisdiction over the
work, and shall design the project in accordance
with those requirements. The A/E shall inform the
Client Agency and the E&AS PM of those
requirements that may affect the project scope,
budget or schedule. The A/E shall make timely
contact with the permitting agencies and shall
coordinate any interaction required during the
implementation of the project.

2.34 Utility Coordination

The A/E shall know of the energy and conservation
measures funding programs offered by the utilities
serving the project area. The A/E shall inform the
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Client Agency and the E&AS PM of the
opportunities for participation, and coordinate any
interaction required to implement those programs in
the project.

AJE shall contact the Customer Service Engineer of
the service utilities early in the design process to
determine that adequate size and type of services can
be provided.

Utilities contacted may include, electric, gas, fire and
police alarm interface, voice, and data, as applicable.

2.35 Mandated Review Cooperation

The A/E shall fully cooperate with the Owner
initiated process/procedures for Energy Life Cycle
Cost Analysis (ELCCA) , Value Engineering (VE),
commissioning, constructability review, ADA
review, and etc.

2.4 Schematic Design Phase

2.40 Schematic Design
The A/E shall provide Schematic Design Documents
as outlined in the Conditions of the A/E Agreement.

2.41 Schematic Design Meetings

The A/E shall:
Schedule and conduct all schematic design
meetings with the E&AS PM and Client Agency.

Record and distribute minutes of the meetings.

2.42 Energy Life Cycle Cost Analysis (ELCCA)
The E&AS PM will contract for the services of an
ELCCA early in the schematic design phase.

The A/E shall coordinate the meeting to identify and
recommend energy conservation measures that may
be incorporated into the ELCCA Work Plan. (Refer
to APPENDIX IX “Energy Life Cycle Cost
Guidelines”and/or web page
http://www.ga.wa.gov/eas/elcca).

The ELCCA analyst shall prepare and submit the
Work Plan for approval to E&AS prior to
completion of Schematic Design.

2.43 Schematic Design Approval

The A/E shall schedule a final Schematic Design
Meeting. This meeting may serve the dual purpose
of a final Schematic Design review and approval
meeting.

Final Schematic Design Documents must be
accompanied by a project cost estimate and project
schedule.

The A/E shall obtain the E&AS PM’s written
approval of the Schematic Design phase.

Only the E&AS PM can provide A/E with the NTP
to the Design Development Phase.

2.5 Design Development Phase

2.50 Design Development

Based upon the approved Schematic Design
Documents the A/E shall prepare Design
Development drawings, outline specifications,
product information, project schedule, and cost
estimate as required by the conditions of the A/E
Agreement.

VE and ELCCA shall be included in this phase if
applicable, and the approved recommendations of
both are to be incorporated into the final Design
Development documents.

2.51 Design Development Meetings

The AJE shall:
Schedule and conduct all design development
meetings with the E&AS PM and Client Agency.

Record and distribute minutes of the meetings.

2.52 Value Engineering (VE) Review

AJE and subconsultants may be required to
participate and provide support for project VE
review. A/E shall review VE report and prepare
written response for Owner’s consideration. Final
VE review comments may be incorporated into the
Design Development documents as part of the
Owner’s review process.

2.53 Energy Life Cycle Cost Analysis (ELCCA)
AJE and subconsultants may be required to
participate and provide support for the preparation_of
ELCCA. A/E shall review ELCCA report and
prepare written response for Owner’s consideration.
Final ELCCA review comments may be
incorporated into the Design Development
documents as part of the Owner’s review process.

2.54 Americans with Disabilities Act (ADA)
AJ/E and subconsultants may be required to
participate and provide support for project ADA
review. A/E shall review the ADA report and
prepare written response for Owner’s consideration.
Final ADA review comments may be incorporated
into the Design Development documents as part of
the Owner’s review process.

2.55 Bidder Design

The A/E shall limit the use of contractor design-
build services to the traditional areas , such as roof
trusses, metal buildings, fire sprinklers, and controls.
To extend this type of service to other areas the A/E
shall inform the E&AS PM and obtain consent.

2.56 Design Development Approval
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The A/E shall schedule a final Design Development
Meeting.

Final Design Development Documents must be
accompanied by an updated project cost estimate and
project schedule. The project cost estimate,
including all approved bid alternates, must be within
the MACC.

The A/E shall obtain the E&AS PM’s written
approval of the Design Development phase.

Only the E&AS PM can provide A/E with the NTP
to the Construction Document Phase.
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CHAPTER 3

Construction Documents

3.0 Construction Document Phase

Based on approved Design Development Documents
the A/E shall prepare the following documents:
Project Manual, construction drawings, detailed cost
estimate, and project schedule as outlined in the
Conditions of the A/E Agreement.

3.1 Project Manual

3.10 Project Manual Format
Cover Sheet - The cover sheet shall contain the
following minimum information:

State project number (e.g., 2000-024),

Project Title,

Date,

Name of state agency for which the project is
being constructed (e.g., For: [Client Agency
name]),

Contracting Agency: Department of General
Administration, Division of Engineering &
Acrchitectural Services,

Name of A/E firm, and

Bid set number.

Title Sheet - Title sheet shall contain the following
minimum information:

State project number (e.g., 2000-024),

Project Title,

Date,

Name of state agency for which the project is
being constructed (e.g., For: [Client Agency
name]),

Contracting Agency: Department of General
Administration, D