PROCEDURES FOR INMATE LABOR PROJECTS

1.
Prepare Project Manual as a regular final contract document, standard or short form to suit estimate/request form.

2.
A project may be designated “inmate labor” at any time during the design process.


a.
It is the intent to make the least amount of changes possible to the final document. Do not change any more of the previously completed documents than stated below.


b.
Cover:



1)
Omit minority statement.



2)
Omit “Short form Contract” if applicable.



3)
Change project number suffix to “K”.



4)
In the title, if applicable, do not state Asbestos Abatement Work, Asbestos Abatement.  Only state “Asbestos Abatement Work”.



5)
Alternately, a blank cover for inmate labor projects is in the master specifications storage room.



6)
SEE EXAMPLE.


c.
Table of Contents:



1)
Omit Bidding Requirements, Contract forms, and conditions of the Contract.



2)
If 00381 - Asbestos Survey Report is required, append it to the Introductory Information.



3)
Omit CCA-1 and CCA-2 from the Appendix.



4)
Omit 01210, and 01560.



5)
It is acceptable to cross out the items in the Table of Contents that are not required (in lieu of revising the Table of Contents).


d.
Section 01500:  Delete to cross out “Section 01560” from the Related Work Article.


e.
All Specifications Pages:



1)
Do not change project number suffix to “K”.  Leave it as is.



2)
If multiple trades, the Project Manual can be printed as a single bound book without changing the trade letter suffix.  Include each individual T.C. before the Division 1 Sections.


f.
An S.O.S. is required.


g.
Prevailing Rate Schedule is not required.  If for some reason they have been obtained, cancel them.


h.
Use BDC-50 ship Project Manual to Project Control for processing.


i.
Project Control:



1)
Add only blank pages behind Title Page, Certification Page and bound in drawings (if any).



2)
Skip the cover and title page and begin the sequential numbering on the first page of the Table of Contents.



3)
Add a page marked “BACK COVER”.



4)
Have the Project Manual checked and get a completed checklist from the person who checked the work.



5)
After a completed and signed checklist is received, make 2 copies of the BDC-201K for distribution and deliver:





1 to the Business Unit for the Spec Writer





1 to Project Control



6)
Deliver the original BDC-201K form, the Project Manual, and the Drawings to the Plan File Unit on the 32nd Floor.
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