
 
 
 
 

 
 

Procedure Manual 
Engineering Department 
 
Facilities Engineering Services Section 
April 2008 
Revised December 15, 2011 (Triennial Review) 
Revised April 15, 2015 (Triennial Review) 

 
 
 
 
 
 
 
 
 
 



FESS/Engineering Procedure Manual   

WARNING: This policy is subject to change.  The current version is maintained on the FESS website. Rev. 04/15/2015 

 
 
 
 
 

 
 
 
The primary objective at Fermilab is that operations be conducted 
in a safe, deliberate and controlled manner.  The role of the 
FESS/E procedures is to provide the best knowledge available in 
order to accomplish the task. 
 
This manual provides a compilation of the procedures that are 
intended to implement the management practices of the Facilities 
Engineering Services Section, Engineering Department (FESS/E).  
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The FESS/Engineering procedures are an established method of conducting 
the operation of the department that incorporates the best knowledge 
available.  These procedures are the documented series of steps taken to 
accomplish the identified tasks. 

The maintenance and distribution of the FESS/E procedures is the 
responsibility of the FESS/E Department Manager. 

In order to better align with current Laboratory business practices, the FESS/E 
procedures incorporate applicable Department of Energy (DOE) and industry 
standards.  While the use of these standards do not represent formal 
requirements, their use and reference is essential to the establishment of best 
identified practices in the FESS/E procedures.   
 
The primary objective of DOE Order 413.3B, Program and Project 
Management For The Acquisition of Capital Assets,  is to provide “project 
management direction for the acquisition of capital assets that are delivered on 
schedule, within budget, and fully capable of meeting mission performance 
and environmental, safety, and health standards.”    While the implementation 
of this order is required for projects with a Total Project Cost exceeding $20 
million, FESS/E has chosen to incorporate these general principals in the 
execution of projects and the development of procedures. 
 
The Project Management Institute (PMI) is a non-profit advocacy association 
for the project management profession.  PMI defines project management as 
the “application of knowledge, skills, tools and techniques to a broad range of 
activities in order to meet the requirements of a particular project”.” PMI 
publishes A Guide to the Project Management Body of Knowledge (PMBOK) 
that describes a system of process groups and knowledge areas that provide a 
framework for the management of projects.   
 
The process groups are: 

 Initiating 
 Planning 
 Executing 
 Monitoring and Controlling 
 Closing 
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The knowledge areas are: 
1. Integration 
2. Scope 
3. Time 
4. Cost 
5. Quality Human Resources 
6. Communications 
7. Risk Management 
8. Procurement 

 
PMI combines these processes and knowledge areas into a process chart 
matrix as shown below. 
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DOE Order 413.3B utilizes a series of Critical Decisions to organize the 
development and execution of a project.  This process, shown in the chart 
below, serves as the guidance for the organization of the FESS/E procedures. 
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The FESS/E procedures provide a convergence of concepts contained in DOE 
Order 413.3B and the organizing principals of the PMI’s Project Management 
Body of Knowledge (PMBOK). 
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Order 
413.3 

 
PMI 
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All FESS/Engineering procedures reside in the FESS/Engineering Procedure 
Manual. 
 
All FESS/Engineering procedures will contain, as a minimum, the following 
information: 
 

1. Heading with the following information 
a. Title; 
b. FESS/E Standard Operating Procedure (SOP) Identifier; 
c. Version Number; 
d. Effective Date; 
e. Subject Matter Expert; 

2. Applicability statement; 
3. Responsibilities assignment; 
4. Procedure Steps; 
5. References; 
6. Revision History; 
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The organization of the FESS/E procedures is divided into two (2) general 
groups.  The first group is the operational policies of the department listed 
below: 

1. Purpose 
2. FESS/E Personnel Procedures 
3. Organization Assets 

 
The operational polices include such things as job descriptions, organization 
chart, work priorities, training and record keeping, self assessments, etc.  
 
The second group contains the policies related to the management of tasks 
and project.  These sub-groups, based on PMI’s Knowledge Areas are listed 
below: 

4. Integration 
5. Scope 
6. Time 
7. Cost 
8. Quality Human Resources 
9. Communications 
10. Risk Management 
11. Procurement 

 
The management group contains five (5) process categories based on the PMI 
process groups as listed below: 

1. Initiating 
2. Planning 
3. Executing 
4. Monitoring and Controlling 
5. Closing 
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The chart below indicates the organization of FESS/E procedures. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A further breakdown of each process category incorporates the phasing as 
described in DOE Order 413.3 
 

x.x.0 - CD-0 – Those procedures related to CD-0 activities 
x.x.1 – Those procedures related to CD-1 activities 
x.x.2 – Those procedures related to CD-2 activities 
x.x.3 – Those procedures related to CD-3 activities 
x.x.4 – Those procedures related to CD-4 activities 
x.x.5 - Those procedures related to all phases 
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An example of this nomenclature is shown below for the procedure for 
Meetings with the identifier of  10.3.5.1 
 
 
 
 
 
 
 

10.3.5.1 
10  indicates that this is in the  

Communications Knowledge area  
3  indicates that this is in the  

Executing Process group

5  Indicates that this applies to all  
phases of the project

1  Indicates the unique identifier  
of this procedure
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SOP Identifier:  4.1.0.1 
Revision Number: 1 
Effective Date:  December 15, 2011 
 
Subject Matter Expert: J. Hunt (huntjw@fnal.gov) 
 
Title: Project Plan Preparation 
 
I Applicability 
The Project Plan (PP) describes the management, control systems and procedures used by Fermi 
National Accelerator Laboratory (Fermilab) to meet the technical, cost, and schedule objectives of the 
project.  The Project Plan is comprised of a Project Charter (PC), Conceptual Design Report (CDR) and 
Project Execution Plan (PEP).  This controlling document establishes the basis for managing the project, 
throughout the projects life cycle including, initiating, planning, executing, monitoring/controlling and 
closing.  

Section 1 – Project Charter (PC) 
The Project Charter (PC) formally authorizes the project. The Project Charter incorporates the signed 
U.S. Department of Energy Construction Authorization as part of this document.  The Project Charter 
states the project justification within the framework of the Fermilab’s strategic goals.  The Project Charter 
defines the roles and identifies the Fermilab Project Director and the Fermilab Project Manager as well as 
other key members of the Integrated Project Team.    
 
Section 2 – Conceptual Design Report 
The Conceptual Design Report (CDR) is intended to be a self-consistent basis for a project baseline 
scope, cost estimate and schedule.  It is not a Title 1 report and does not answer every technical design 
question.   
 
Section 3 – Project Execution Plan 
The Project Execution Plan (PEP) defines the Enterprise Environmental Factors and Fermilab’s 
Organizational Process Assets that provides project management the methodology which defines the 
process. 
 
II Responsibilities 
The following responsibilities have been identified: 
 
FESS/Engineering Design Coordinator 

 Direct design team efforts 
 Interface with customer 
 Assist in developing Project Plan documents 
 

FESS/Engineering Project Manager/Engineer 
 Establish project design team 
 Interface with customer 
 Develop Project Plan documents 
 

FESS/Engineering Department Head 
 Monitor, review, and comment 
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III Procedure 
 
1.0 The current Project Plan template is located on the FESS/Engineering file server in Public entitled 

DRAFT CDR PEP Master.  The Project Plan template shall be revised as necessary to maintain 
up-to-date references to DOE Directives, Fermilab policies and procedures, as well as formatting 
and content changes, etc.  All changes must be approved by the FESS Department Head. 

 
2.0 Review template document and revise text, figures, tables, and illustrations specific to the project. 

 
3.0 Insert the following appendix Items into the Project Plan: 

 
3.1 Appendix A – Conceptual Design Drawings 

 Create 11x17 drawings showing a conceptual layout of the project through 
renderings, aerial views, site plans, floor plans, and cross sections. 

 
3.2 Appendix B 

3.2.1 URL List of referenced DOE Directives and Guides 
3.2.2 URL List of referenced Fermilab Policies, Procedures, and Guidance 
3.2.3 Integrated Project Team Responsibility Matrix 
3.2.4 Conceptual Design Review Comments 
3.2.5 National Environmental Policy Act (NEPA) Documentation which includes: 

 Environmental Review Form (ERF) submittal print-out 
 Signed and dated NEPA letter for DOE 
 Signed and approved Environment Evaluation Notification Form (EENF) 

3.2.6 Sustainable Design which includes: 
 High Performance and Sustainable Buildings – Assessment and Compliance 

Tool spreadsheet 
3.2.7 Engineering Risk Assessment 
3.2.8 Whitestone Facility Maintenance and Repair Cost Data 
3.2.9 Fermilab Work Smart Set of Standards 
3.2.10 ES&H Multi-Organization Construction Site Safety Walkthrough 
3.2.11 Stakeholder Input (completed only after the Comment and Compliance Review) 

which includes: 
 Comment and Compliance Review (CCR) Request 
 Review comments generated from CCR. 
 

4.0 Send draft copy of Project Plan for review (see Procedure 8.3.5.1 Document Reviews)   
 

5.0 Add comments from CCR to Appendix B under Stakeholder Input. 
 
6.0 Finalize Project Plan based on CCR comments. 
 
7.0 Obtain all necessary signatures: 

 
 Obtain signatures from FESS/E Project Manager/Engineer, FESS/E Department Head, D/S/C 

Project Director, and the Fermilab Section Head.   
 Once these signatures have been obtained, the Project Plans shall be forwarded to the 

Directorate for signature.   
 The Directorate will then forward the Project Plan to the DOE for final signatures. 
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8.0 The Project Plan is now complete.  No further action is necessary. 
 

IV References 
The following references have been identified: 
 
 FESS/Engineering Standard Operating Procedure 8.3.5.1 – Document Reviews  
 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 12/15/2011 J. Hunt Initial Release 

1 04/15/2015 R. Alber Triennial Review 

    

 
 
VI Other 
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SOP Identifier:  4.3.5.1 
Revision Number: 2 
Effective Date:  December 15, 2011 
 
Subject Matter Expert: S. Dixon (steveo@fnal.gov) 
 
Title: In Progress Procedures 
 
I Applicability 
This procedure applies to design, construction and project management tasks under the direction of 
FESS/Engineering. 
 
II Responsibilities 
The following responsibilities have been identified: 
 
FESS/Engineering Employee 

 Identify the absence of documented procedure; 
 Develop an action plan to complete the assignment; 
 Obtain concurrence of FESS/E Leadership team with approach; 
 Complete task.  
 

FESS/E Section Head 
 Concur with approach to completing task assignment with documented procedure; 
 

 
FESS/E Department Head 

 Maintain list of non-documented procedures; 
 Assign resources to investigate non-documented procedures; 

 
 
 
III Procedure 
 
1.0 Identify Absence of Procedure 

Prior to starting a task, the FESS/E employee should identify an absence of a documented 
procedure. 

 
2.0 Develop Action Plan 

The FESS/E employee shall develop an action plan for completing the task assignment.  The 
action plan should be based on: 

 Corporate knowledge and past experience with similar tasks; 
 Identified best management practices; 
 Industry standards; 
 Applicable codes, regulations and ordinances. 

 
3.0 Obtain Concurrence on Approach 

The FESS/E employee shall discuss the action plan for completing the task assignment with 
FESS/E Department Head and obtain concurrence on approach. 
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4.0 Implement Plan 
The FESS/E employee shall implement the action plan for completing the task assignment. 

 
5.0 Follow Up 

The FESS/E Department Head shall maintain a list of non-documented procedures and where 
applicable, assign FESS/E resources to develop a procedure based on the action plan. 

 
 
IV References 
The following references have been identified: 
 
 FESS/Engineering Policy 11 – In Progress Procedures 
 
 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 04/15/2008 S. Dixon Initial Release 

1 12/15/2011 R. Alber Triennial Review 

2 04/15/2015 R. Alber Triennial Review 

    

 
 
 
VI Other 
 



 
 
 

FESS/Engineering Procedure Manual  4.5.3.1-1 

WARNING: This policy is subject to change.  The current version is maintained on the FESS website. Rev. 04/15/2015 

Engineering Department 
Facilities Engineering Services Section 

S t a n d a r d    O p e r a t i n g    P r o c e d u r e 

SOP Identifier: 4.5.3.1 
Version Number: 0 
Effective Date: April 15, 2015 
 
Subject Matter Expert: J. Hunt (huntjw@fnal.gov) 
 
Title: Request for Engineering Change Proposal 
 
I Applicability 
This procedure applies to projects managed by FESS/Engineering and shall be followed whenever a 
project would like to request an engineering change proposal from the Subcontractor.   
 
II Responsibilities 
Project/Design Coordinator 

 Create email request to send to Subcontractor 
 Provide appropriate Engineering Change (EC) number 
 Provide a detailed scope of work 
 Include supporting documentation (e.g., pictures, plans, specifications) 

 
III Procedure 
 
1.0 Create and gather all necessary supporting documentation for the engineering change 
2.0 Create email correspondence per the attached sample 
3.0 Send email with supporting documentation to the Subcontractor and copy the Project Manager, 

Construction Coordinator, and the Procurement Administrator on the email.  
 
IV References 
Section 3 of the Fermilab Construction Subcontract Terms and Conditions (FL-3) 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 04/15/2015 J. Hunt Initial Release 

    

    

 
 
VI Other 
 
1.0 Sample E-mail Request for Engineering Change Proposal 
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1.0 Sample E-Mail Request for Engineering Change Proposal 
   

 



 

FESS/Engineering Procedure Manual  4.5.4.1-1 

WARNING: This policy is subject to change.  The current version is maintained on the FESS website. Rev. 04/15/2015 

Engineering Department 
Facilities Engineering Services Section 

S t a n d a r d    O p e r a t I n g    P r o c e d u r e 

SOP Identifier:  4.5.4.1 
Revision Number: 2 
Effective Date:  December 15, 2011 
 
Subject Matter Expert: S. Dixon (steveo@fnal.gov) 
 
Title: Subcontractor Evaluation 
 
I Applicability 
This procedure applies to the construction work activities over $100,000 in labor costs as required in 
FESHM 7010. 
 
II Responsibilities 
The following responsibilities have been identified: 
 
FS/Procurement Administrator 

 Chair the Subcontractor Evaluation Meeting at the completion of the contracted work; 
 Document consensus agreement; 
 Distribute completed documentation; 

 
FESS/E Project Manager/Engineer 

 Attend Subcontractor Evaluation Meeting; 
 Transfer documentation to project file. 

 
FESS/E Construction Coordinator 

 Attend Subcontractor Evaluation Meeting. 
 
III Procedure 
 
1.0 Meeting 

Representatives from FESS/E will attend Subcontractor Evaluation Meeting as scheduled by the 
FS/Procurement Administrator at the completion of the contracted work. 

 
2.0 Documentation 

The Project Engineer will transfer documentation of the Subcontractor Evaluation Meeting to the 
FESS/E project file. 

 
IV References 
The following references have been identified: 
 
 FESHM Chapter 7010 http://esh-docdb.fnal.gov/cgi-bin/ShowDocument?docid=415 
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V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 04/15/2008 S. Dixon Initial Release 

1 12/15/2011 R. Alber Triennial Review 

2 04/15/2015 R. Alber Triennial Review 

    

 
 
 
VI Other 
 
1.0 Subcontractor Performance Evaluation Form 
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SOP Identifier: 5.3.5.1 
Version Number: 2 
Effective Date: December 15, 2011 
 
Subject Matter Expert: E. Huedem (huedem@fnal.gov) 
 
Title: High Performance Building Checklist 
 
I Applicability 
 
This procedure applies to all buildings for incorporation of sustainable design principles.  
 
Fermilab as a Federal facility is required to comply with Executive Order 13423 “Strengthening Federal 
Environmental, Energy, and Transportation Management”, dated January 24, 2007; 13514 “Federal 
Leadership in Environmental, Energy, and Economic Performance”, dated October 5, 2009; and DOE O 
436.1 “Departmental Sustainability” dated May 2, 2011. These orders set goals in the areas of energy 
efficiency, acquisition, renewable energy, toxics reductions, recycling, renewable energy, sustainable 
buildings, electronics stewardships, fleets, and water conservation. In EO 13423, Section 2(f), and EO 
13514 Section 2(g), Federal agencies are required to ensure that new construction and major renovation 
of agency buildings comply with the Guiding Principles for Federal Leadership in High Performance and 
Sustainable Buildings set forth in the Federal Leadership in High Performance and Sustainable Buildings 
Memorandum of Understanding (2006). 
 
This checklist serves as the template for the FESS/E process. The checklist is completed and included in 
the development of a Conceptual Design Report. Applicable elements from the checklist will be 
implemented during the design process, and submitted as part of the design review process. The 
checklist is reviewed and updated when the project is issued for proposals and again at the completion of 
the project. This review allows the project team to measure the design against the baseline objectives 
developed at the Conceptual Design stage. 
 
II Responsibilities 
 
The following responsibilities have been identified: 
 
Fermi Project Director 

 Participate in evaluation process; 
 
FESS/E Project Manager/Engineer 

 Assembly review team; 
 Chair review meetings; 
 Transfer project documentation to project file. 

 
FESS/E Project Coordinator 

 Participate in reviews 
 
III Procedure 

1. Conceptual Design Phase 
a. The initial review of the project occurs during the development of the Conceptual Design Report 

and is used to document the sustainable design objectives for the project. As a minimum, the 
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review team consists of the following (which shall include a minimum of one LEED AP accredited 
individual): 

1. Fermilab Project Director; 
2. Project Manager; 
3. Project Engineer/Architect; 
4. Project Coordinator. 

 
b. The review team shall facilitate an integrated sustainable design meeting to assess, identify and 

collaborate sustainable vision and goals for the project as an integrated team and discuss a 
sustainability implementation plan for the project. 

i. The review team shall provide preliminary assessment of building features and decide 
on preliminary building elements and systems that could affect building energy. The 
goal (especially non‐experimental buildings) is to reduce energy use by at least 30% 
relative to ASHRAE 90.1 Appendix G baseline. 

c. The review team shall evaluate and complete the High Performance and Sustainable 
Buildings (HPSB) Guiding Principles checklist and its applicability to the project. 

d. The review team shall develop preliminary Owner’s Project Requirement or Criteria. 
e. Documentations: The following sustainability‐related documentation will be included in the 

Conceptual Design report and stored in project file 
i. Minutes from the sustainable meeting 
ii. Completed HPSB checklist 
iii. Owners Project Requirement or Project Criteria 

 
2. Design Process 

a. The project team shall facilitate an integrated sustainable design meeting to refine 
sustainable design approach and identify measures that are appropriate to the project. The 
minutes from this meeting will be stored in project file. 

b. The project team shall update the HPSB checklist, if needed. 
c. The project team shall perform the building energy model and compare with ASHRAE 

90.1 Appendix G baseline. 
i. Non‐experiment building projects (such as offices) are required to meet or exceed 

the Guiding Principle requirement of 30% better than baseline, where life cycle 
cost effective. 

ii. The energy model for Experimental buildings with heavy process loads, which are 
not expected to meet the requirement of 30% better than baseline due to 
significant amount of process energy usage, will only document the proposed 
building energy with respect to the baseline. 

d. The project team shall plan or initiate commissioning process. As a minimum the project 
shall follow the “fundamental commissioning” approach. The project has the option to 
pursue “enhanced” commissioning and/or the timing  on when to  bring in the 
Commissioning Agent services into the project 

i. In addition to the Commissioning specifications, a Commissioning plan shall be 
included in the bid packages 

ii. The design team shall complete the installation (CPI) checklist and functional 
performance test (FPT) checklist specific to the project. 

iii. As a minimum, the design team shall pursue commissioning of all energy‐related 
equipment. 

e. The project team shall develop a sustainability report summarizing the project 
approaches to each of the five federal sustainable guiding principles. 
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f. Documentations: The sustainability report shall be included in design review documents and 
as a minimum shall include the following attachments or references 

i. Updated HPSB checklist 
ii. Complete energy model, including input, output and summary table 
iii. Commissioning Specifications (part of the design specification) 
iv. Commissioning Plan with checklist (part of the design specification) 
v. Calculation and or documentation required for ASHRAE 55, ASHRAE 62.1,Indoor 

water savings 
vi. Any life cycle cost analyses 
vii. Indoor Air Quality/Flush out plan or specifications (part of the specifications) 
viii. Waste Management plan or specification (part of the specifications) 

 
3. Construction Phase 

a. The project team shall update the HPSB checklist if needed. 
b. The project team shall review contractor submittals as they relate to the HPSB checklist. 
c. The project team shall use Commissioning Agent prior to or at the start of the 

construction 
d. At the start of the construction, the project manager or the commissioning agent shall 

inform the contractor of the commissioning responsibilities and expectations from them and 
their subcontractor. 

e. Documentations: Most of the sustainability related documentations at this point are part 
of the contract and will be submitted by the contractors 

i. Commissioning related (role assignments, CPI checklist, FPT) 
ii. All construction related data for the HPSB documentation 
iii. Indoor Air Quality and Flush out plan 
iv. Waste Management Plan 

 
IV References 
The following references have been identified: 
 FESS/Engineering Policy FEP 4, Sustainability 
 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 04/15/2008 S. Dixon Initial Release 

1 12/15/2011 R. Alber Triennial Review 

2 04/15/2015 E. Huedem Triennial Review 

    

 
 
VI Other 
 
1.0 Example of FESS/E specific High Performance and Sustainable Buildings Guiding Principles 

Checklist for New Construction 
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1.0 Example of FESS/E specific High Performance and Sustainable Buildings Guiding Principles 
Checklist for New Construction 
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SOP Identifier:  7.4.3.1 
Revision Number: 2 
Effective Date:  December 15, 2011 
 
Subject Matter Expert: S. Dixon (steveo@fnal.gov) 
 
Title: Subcontractor Invoice Review 
 
I Applicability 
The review of subcontractor invoices ensures that payment for work completed is reasonable.  This 
procedure applies to projects managed by FESS/E.   
 
II Responsibilities 
The following responsibilities have been identified: 
 
FESS/E Construction Coordinator 

 Reviews subcontractor invoice for reasonableness. 
 
FESS/E Project Manager/Engineer 

 Reviews subcontractor invoice for reasonableness and funding availability; 
 Forwards subcontractor invoice to the FESS Budget Office for further processing. 

 
III Procedure 
1.0 FESS/E Construction Coordinator Review 

1.1 The FESS/E Construction Coordinator reviews the subcontractor invoice to ascertain that 
the invoice amount reasonably reflects the value of the work completed during the invoice 
period.   In the event that the invoice is incorrect, the FESS/E Construction Coordinator 
works with the subcontractor to correct any discrepancies prior to proceeding to step 1.2. 

  
2.0 FESS/E Project Manager/Engineer Review  

2.1 The FESS/E Project Manager/Engineer receives an email with the scanned invoice from 
Accounts Payable. 

2.2 The FESS/E Project Manager/Engineer reviews the subcontractor invoice for 
reasonableness and funding availability. 

2.3 The FESS Project Manager/Engineer opens the PDF invoice and uses the STAMP 
command to “Stamp – Invoice Approval” to the front page of the invoice. (see attached) 

2.4 The FESS/E Project Manager/Engineer prints a hard copy of the invoice, reviews and 
indicates whether the attached invoice is OK to pay – or – HOLD for payment approval by 
signing and dating the stamp making notations/corrections if needed. 

2.5 The FESS/E Project Manager/Engineer electronically “Forwards” the email with the 
invoice attached to Martha mlgarcia@fnal.gov indicating whether or not the invoice is OK 
to pay or to be held. 

2.6 The FESS/E Project Manager/Engineer places the reviewed hard copy of the invoice in 
Martha’s office mail slot.  FESS/Admin will complete the approval process. 

 
IV References 
The following references have been identified: 
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 FESS/Engineering Policy 5 – Tailoring 
 
 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 04/15/2008 S. Dixon Initial Release 

1 12/15/2011 R. Alber Triennial Review 

2 04/15/2015 R. Alber Triennial Review 

    

 
 
 
VI Other 
 
1.0 Subcontractor Invoice Approval Stamp 
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SOP Identifier:  7.4.5.1 
Revision Number: 2 
Effective Date:  December 15, 2011 
 
Subject Matter Expert: S. Dixon (steveo@fnal.gov) 
 
Title: A/E Consultant Progress Reporting 
 
I Applicability 
The review of A/E Consultant progress allows for timely reporting of A/E usage and earned value. This 
procedure applies to projects managed by FESS/E as required by the project. 
 
II Responsibilities 
The following responsibilities have been identified: 
 
A/E Consultant 

 Provide progress reporting data to FESS/E Project Engineer. 
 
FESS/E Project Manager/Engineer 

 Reviews progress data for reasonableness; 
 Forwards progress data to FESS/A Budget Office 
 Transfer documentation to project file. 

 
FS/Procurement Contract Administrator 

 Reviews progress data for reasonableness. 
 
 
III Procedure 
1.0 Develop Progress Report 

The A/E Consultant shall submit a monthly progress status report that contains, as a minimum, 
the following information: 

 Activities completed in the reporting period; 
 Activities planned for the coming period; 
 Task summary including planned versus earned information; 
 Task summary percentage complete; 
 Variance analysis; 
 Issues and concerns. 
 

The progress report should use the project status information contained in the task proposal as a 
baseline for tracking purposes. 
 
 

2.0 Forward Progress Report 
The A/E Consultant shall forward the progress report to the FESS/E Project Engineer and the 
FS/Procurement Contract Administrator.  The transmittal can be in the form of electronic mail or 
as agreed upon. 
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3.0 FESS/E Project Engineer Review  
3.1 The FESS/E Project Manager/Engineer reviews the A/E Consultant Project Status Report 

for reasonableness. 
3.2 The FESS/E Project Manager/Engineer forwards the cost data to the FESS/A Budget 

Office for incorporation into the Task Accounting System.  
3.3 The FESS/E Project Manager/ Engineer transfers the documentation to the project file.  
 

4.0 FS/Procurement Contract Administrator Review  

The FS/Procurement Contract Administrator reviews the A/E Consultant Project Status 
Report for reasonableness. 

 
 
IV References 
The following references have been identified: 
 
 FESS/Engineering Policy 5 – Tailoring 
 FESS/Engineering Standard Operating Procedure 9.3.5.1 – AE Tasking 
 FESS/Engineering Standard Operating Procedure 8.4.5.1 – AE Quality Assurance 
 FESS/Engineering Standard Operating Procedure 12.4.5.1 – AE Invoicing 
 
 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 04/15/2008 S. Dixon Initial Release 

1 12/15/2011 R. Alber Triennial Review 

2 04/15/2015 R. Alber Triennial Review 

    

 
 
 
VI Other 
 
1.0 Example of Baseline Data Submitted with A/E Consultant Proposal 
2.0 Example of Typical A/E Consultant Progress Status Report 
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Example of Baseline Data Submitted with A/E Consultant Proposal 
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Example of Typical A/E Consultant Progress Status Report 
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SOP Identifier:  8.3.2.1 
Revision Number: 2 
Effective Date:  December 15, 2011 
 
Subject Matter Expert: S. Dixon (steveo@fnal.gov) 
 
Title: Construction Document Signoff 
 
I Applicability 
This procedure applies to projects managed by FESS/E.  The signoff of construction documents indicates 
that the documents are ready to be issued for procurement and that they meet the technical requirements 
of the project. 
 
Drawing names on drawing: Project Contact 
See Eng. Policy 
Doc Date 
Multiple A/S’s 
 
II Responsibilities 
The following responsibilities have been identified: 
 
FESS/E Project Manager/Engineer 

 Develop sign-off sheet; 
 Obtain signature sheet from A/E Consultant (if applicable); 
 Transfer documentation to project archives at completion of project. 

 
Campus Architect (DP-18 Reviewer) 

 Ensure the project document(s) are consistent with the architectural and master planning strategy 
for the laboratory. 

 Sign sheet.  
 
AE Consultant (if applicable) 

 Complete signature sheet; 
 Forward signature sheet to FESS/E Project Engineer. 

 
FESS Signatories 

 Ensure that project document meets the requirements of FESS; 
 Sign sheet. 

 
Client Signatories 

 Ensure that the project meets the minimum technical requirements for the project; 
 Sign sheet. 

 
 
III Procedure 
1.0 Develop Signature Sheet 

The FESS/E Project Engineer develops a signature sheet for the project with, as a minimum, the 
following signature slots: 

 FESS/E Project Coordinator 
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 FESS/E Project Manager/Engineer 

 FESS/E Department Head 

 FESS Head 

 Division/Section/Resource Center Project Contact 

 Campus Architect (DP-18 Review) 
 

2.0 A/E Consultant Letter (if applicable)  
The A/E Consultant shall develop a signature sheet that indicates that the project was design in 
accordance with applicable codes, standards and regulations as required.  The letter should be 
on the A/E Consultant letterhead and be signed and sealed. 
 
This letter should be forwarded to the FESS/E Project Manager/Engineer with the deliverables of 
the Final Design phase. 

 
3.0 Obtain Signatures  

The signatories should be contacted and signatures obtained on the signature sheet. 
 

4.0 Documentation  
Once the signatures are obtained, the FESS/E Project Manager/Engineer transfers the 
documentation to the project file. 
 

 
 
IV References 
The following references have been identified: 
 
 FESS/Engineering Policy 5 – Tailoring 
 FESS/Engineering Policy 9 – Consultant Support 
 FESS/Engineering Standard Operating Procedure 8.4.5.1 – AE Quality Assurance 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 04/15/2008 S. Dixon Initial Release 

1 12/15/2011 R. Alber Triennial Review 

2 04/15/2015 R. Alber Triennial Review 

    

 
 
 
VI Other 
1.0 Example of Signature Sheet 
2.0 Example of A/E Consultant Signature Sheet 
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1.0 Example of Signature Sheet 
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2.0 Example of A/E Consultant Signature Sheet 
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SOP Identifier:  8.3.2.2 
Revision Number: 2 
Effective Date:  December 15, 2011 
 
Subject Matter Expert: S. Dixon (steveo@fnal.gov) 
 
Title: Securing Construction Documentation 
 
I Applicability 
The proper securing of construction documents during the procurement phase of the project ensures that 
inadvertent changes to the documents do not occur.  This procedure applies to projects managed by 
FESS/E.   
 
II Responsibilities 
The following responsibilities have been identified: 
 
AE Consultant (if applicable) 

 Produces an electronic set of the construction documents; 
 Forwards construction documents to FESS/E Project Manager/Engineer. 

 
FESS/E Project Manager/Engineer 

 Transfer construction documents to project archives. 
 
III Procedure 
1.0 A/E Consultant (if applicable) 

1.1 The A/E Consultant develops a set of documents (drawings, specifications, exhibit A, 
etc.) that represent the state of the construction documents that will be issued for 
solicitation.  This should include the signature sheet for the project (see 
FESS/Engineering Standard Operating Procedure 8.3.2.1 – Construction Document 
Signoff). 

1.2 The electronic form of the construction documents should be provided in an Adobe 
Acrobat (www.adobe.com) format. 

1.3 In addition, the electronic set of the construction documents should be provided in the 
following format: 
 Drawings: AutoCAD native format; 
 Specifications: Microsoft Word native format; 
 Exhibit A: Microsoft Word native format; 

1.4 The A/E Consultant forwards the electronic version of the construction documents to the 
FESS/E Project Manager/Engineer.  Preferably, the electronic documents should be 
provided in a CD-ROM media.   

 
2.0 Transfer Electronic Files  

The FESS/E Project Manager/Engineer shall move the electronic version of the construction 
documents to the appropriate area of the FESS server. 

 
 
 
 



 

FESS/Engineering Procedure Manual  8.3.2.2-2 

WARNING: This policy is subject to change.  The current version is maintained on the FESS website. Rev. 04/15/2015 

Engineering Department 
Facilities Engineering Services Section 

S t a n d a r d    O p e r a t I n g    P r o c e d u r e 

 
IV References 
The following references have been identified: 
 
 FESS/Engineering Policy 5 – Tailoring 
 FESS/Engineering Policy 9 – Consultant Support 
 FESS/Engineering Standard Operating Procedure 8.4.5.1 – AE Quality Assurance 
 FESS/Engineering Standard Operating Procedure 8.3.2.1 – Construction Document Signoff 
 
 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 04/15/2008 S. Dixon Initial Release 

1 12/15/2011 R. Alber Triennial Review 

2 04/15/2015 R. Alber Triennial Review 

    

 
 
 
VI Other 
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SOP Identifier:  8.3.5.1 
Revision Number: 2 
Effective Date:  December 15, 2011 
 
Subject Matter Expert: S. Dixon (steveo@fnal.gov) 
 
Title: Document Reviews 
 
I Applicability 
This procedure applies to document reviews for projects managed by FESS/Engineering and is intended 
to provide a framework for the review and distribution of design and construction documents with the 
following goals: 

 Agreement and documentation of Customer requirements and FESS/E response to those 
requirements; 

 Review of developing designs by Fermilab divisions and sections for:  
o Appropriateness of proposed systems; 
o Impacts on existing systems and operations; 
o Specific technical requirements to be incorporated into the design; 
o Compliance with best and required practices of authority having jurisdiction. 

 Reviews are performed in accordance with the Fermilab Engineering Manual 
 Reviews are performed in compliance with the Director Policy No.18 – Construction Modification 

Policy 
 Notification of affected Fermilab divisions and sections when a project is released for proposals. 

 
For the purposes of this procedure definitions are summarized below: 

 “Fermilab” is Fermi National Accelerator Laboratory; 
 “FESS/E” is Facilities Engineering Services Section, Engineering department; 
 “Customer” is the Fermilab group that tasked FESS/E to develop the design and construction 

documents. 
 “SPOC” is the Single Point Of Contact. 
 “Building modifications” are defined as any modification which modifies any structural element of 

the building, adds or removes additional interior walls, or modifies any of the existing high voltage 
electrical, HVAC, fire protection, sanitary sewer, potable water, or industrial water services. 

 “Construction” is any combination of engineering, procurement, erection, installation, assembly, 
or fabrication activities involved in creating a new facility or altering, adding to, or rehabilitating an 
existing facility.  It also includes the alternation and repair (including dredging, excavating and 
painting) of buildings, structures, or other real property, as well as any construction & excavation 
activities conducted as part of environmental remediation efforts. 

 
 
II Responsibilities 
The following responsibilities have been identified: 
 
Division/Section/Resource Center Head 

 Appoint a Single Point of Contact (SPOC); 
 
Division/Section/Resource Center (D/S/R) SPOC 
The Single Point of Contact within each D/S/RC will be responsible for the following: 

 Control distribution of documents to be reviewed within each Division/Section; 
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 Ensure that the documents to be reviewed are routed to the correct groups or individuals within 
the Division/Section/Resource Center; 

 Review the documents to determine the appropriate internal Division/Section/Resource Center 
routing, considering the specific Division/Section/Resource Center requirements to ensure that 
the appropriateness of the proposed systems, impacts on existing systems and operations and 
specific technical requirements in the design is acceptable. 

 Ensure that internal D/S/R comments are reviewed for appropriateness and internal conflict 
resolution prior to being entered into the comment database; 

 Coordinate submission of review comments into the tracking database. 
 
FESS/E Project Engineer 

 Establishing the number and type of reviews based on the project requirements and the Fermilab 
Engineering Manual Risk Assessment Worksheet; 

 Establishing distribution list; 
 Coordinate the development of the distribution cover sheet; 
 Coordinate the establishment of an electronic file; 
 Initiate a review notification; 
 Coordinate the response to comments received. 

 
FESS Admin Support 

 Maintain Standard Distribution Templates; 
 Maintain current CCR_List; 
 Issue a review notification. 

 
III Procedure 
 
1.0 Establish Review Criteria 

The review criteria will be tailored to each specific project and be driven by the project 
requirements and the Engineering Risk Assessment Worksheet of the Fermilab Engineering 
Manual.  Listed below are general guidelines for reviews: 
 
1.1 Review Types 

Reviews commonly used are listed below 
 
1.1.1 A Comment and Compliance Review (CCR) is used to determine the 

appropriateness of the proposed systems, impacts on existing systems and 
operations, specific technical requirements to be incorporated into the design and 
compliance with best and required practices of the authority having jurisdiction. 

 
1.1.2 Other reviews, driven by project specific requirements and outcome of the 

Engineering Risk Assessment may be undertaken.  The type, distribution and 
length of these reviews should be based on the project specific requirements and 
the Fermilab Engineering Manual. 

 
1.2 Number of Reviews 

At least one (1) CCR is generally required for each phase of the project.  For example, a 
General Plant Project (GPP) usually has a review during the Conceptual Design phase 
and another during the Final Design Phase.  One (1) CCR may be appropriate for smaller 
scale projects.  In the event that a project is not subject to a CCR, documentation should 
be included in the project file noting the circumstances surrounding this decision.  
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1.3 Review Timing 

The review should occur when a project is sufficiently developed to a point where 
reviewers are able to determine the impacts on existing systems and operations. 
 

1.4 Review Length 
In general, a CCR is ten (10) working days in duration.  In the event that a shorter time is 
provided by project driven requirements, documentation should be included in the project 
file noting the circumstances surrounding this decision. 

 
 
2.0 Distribute Review Documents 

In general, review documents are distributed, reviewed and commented upon electronically.  A 
standard review list of SPOCS and required recipients is maintained as a Listserv by (an) 
appointee(s) of the FESS Engineering Department.  The listing of the members of the current 
Listserv FESS_CCR is located on the FESS Engineering file server at Shared Files/CCR Listserv. 
 
2.1 Standard Distribution List (FESS_CCR) 
The distribution list for reviews should contain, as a minimum, the following: 
 

2.1.1 FESS/Engineering 
FESS/E Quality Control Representative 
Project Engineers 

 
2.1.2 FESS 

Section Head 
Department Heads 
Senior Safety Officer 
Budget Officer 
Site Services Head 
Facilities Management Head 
Logistics and Property Control Head 
Wilson Hall Building Manager 

 
2.1.3 Accelerator Division 

Division Head 
Deputy Head 
Operations Department Head 
Senior Safety Officer 
Radiation Safety Officer 

 
 

2.1.4 Single Point of Contact 
Computing Division 
ES&H Section 
Workforce Development and Resources Section 
Particle Physics Division 
Technical Division 
Directorate Chief Operating Officer 
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2.1.5 Integrated Project Team (not included in FESS_CCR – should be addressed 
separately) 

Customer Contact 
Project Engineer/Project Manager 
Project Coordinator 
FS/Procurement 

 
 

2.2 Create Electronic File 
The electronic review files should consist of the documents to be reviewed and the 
distribution cover sheet in an Adobe pdf format.  These documents should be located in the 
Review area of the FESS FTP Site in order to be accessible to reviewers outside of FESS.   

 
2.3 Issue Review Notification 

Electronic notification of a review should be issued via e-mail and should contain, as a 
minimum, the following information  
 Project Name; 
 FESS/E Project Number; 
 FESS/E Contact; 
 Review Start Date; 
 Review End Date; 
 Project Description; 
 List of Review Documents. 

 
3.0 Comment Collection 

Comments that result from reviews are entered by the reviewer into an electronic comment 
database.  This database is a FileMaker Pro database and is currently titled Review 
Comments.fp5 and is located on FESS Engineering file server.  
 
3.1 The comment form will contain, as a minimum, the following information 

 Reviewer Name; 
 Comment Date; 
 FESS/E Project Number; 
 Drawing or Specification Reference; 
 Comment. 

  
3.2 Reviewers are encouraged to enter “No Comment” in the database for projects reviewed 

without any exception taken in order to document the review process. 
 
 
4.0 Comment Response 

The integrated project team will respond to comments entered into the electronic database.  
 
5.0 Issue Construction Phase Notification 

When a project is sent out for proposals during the construction phase notification is sent to the 
distribution list that received the reviews.  This notification is done via e-mail and is similar to the 
process described in section 2.0 above. 
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IV References 
The following references have been identified: 
 
 FESS/Engineering Policy FEP 9, Consultant Support 
 Fermilab Engineering Manual 
 
 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 04/15/2008 S. Dixon Initial Release 

1 12/15/2011 R. Alber Triennial Review 

2 04/15/2015 R. Alber Triennial Review 

    

 
 
  
VI Other 
 
1.0 Example of Review Notification Form 
2.0 Example of Comment Form 
3.0 Example of Proposal Notification Form 
4.0 Example of Engineering Risk Assessment Worksheet 
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1.0 – Example of Review Notification Form 

 
 
 
 
2.0 – Example of Comment Form 
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3.0 – Example of Proposal Notification Form 

 
 
 
 
4.0 - Example of Engineering Risk Assessment Worksheet 
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SOP Identifier:  8.3.5.2 
Version Number:  0 
Effective Date:  April 15, 2015 
 
Subject Matter Expert: K. Sienkiewicz (kateps@fnal.gov) 
 
Title: FESS Design Review (FDR) Procedure 
 
I Applicability 
FESS is responsible for construction, conventional design, and land use planning activities unless 
otherwise delegated.  A single line of management will be established for each conventional design and 
construction project regardless of the number of phases involved and/or crossover of organization lines.  
Where different divisions/sections are responsible for individual phases of design and/or construction, a 
memo of understanding will be generated by the organization holding the budget, clearly establishing line 
responsibilities and interfaces. 
 
FESS will review proposed land use changes and proposed conventional construction designs for 
compliance with Fermilab policies, sustainability, and compatibility with land use plans.  Programmatic 
designs impacting conventional systems will be evaluated by FESS. 
 
Conventional construction is the demolition, modification, or construction of land features, infrastructure, 
facilities, and/or buildings.  It also includes activities changing land use, impacting aesthetics, exiting, 
facility or site accessibility, energy consumption, or public perception of Fermilab.  Programmatic 
equipment and emergency repairs are exempt from this procedure except as they affect conventional 
systems.   
 
II Responsibilities 
The following responsibilities have been identified: 
 
Project Point of Contact (POC)/Requestor 

 Initiates, prepares, and submits the FESS Design Review (FDR) 
 Ensures correct and complete information is submitted 
 Uploads relevant supporting documents 
 If necessary, making modifications to document(s) – only allowed prior to the completion of the 

review 
 Follows up with FESS/E and FDR Reviewer on status and outcome of the review 

 
FESS/E Project Interface Administrator (FESS Subject Matter Experts) 

 Primary Reviewer: 
o Reviews data within area of responsibility for completeness and accuracy 
o Ensures design and plans are consistent with Fermilab policies and procedures 
o Comments and/or requests changes and/or additional information if necessary 

 Secondary Reviewer:  
o Performs responsibilities and tasks listed above in the absence of the primary reviewer 

 
FDR Reviewer 

 Facilitates and monitors the FDR process for the project 
 Performs aesthetic review 
 Ensures finalization of the review 
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 Summarizes reviewers’ comments 
 Notifies POC/requestor when review is complete 

 
III Procedure 
The following steps outline the FDR process. 
 
1.0 Submit Form 

Pertinent details about each section of the FDR form is provided below. 
 
1.1 General Information 
The FDR form is located online via the FESS website: http://fess.fnal.gov/index.html 
 
Filling in yellow-highlighted fields on the form is mandatory.  Information in these fields should be 
as specific and descriptive as possible.   
 
1.2 Project Information 
This section of the form provides an overview of the project. 

o Project/Activity Title: Keep this short and descriptive.  This should be the same project 
name as listed in project and budgetary files.   

o Project Number/Identifier: Suggested format is [Division/Section][YY]-[Unique Identifier]; 
an example is FE09-001 for the first FESS project of 2009.   

o Status: The red blinking light will turn green once the form is successfully submitted. 
o Point of Contact:  

 Begin by typing the first couple digits of the person’s ID number, wait for the list 
to auto-populate, and then choose the correct name.  Entering the information in 
this manner will ensure the system properly accepts the name; as opposed to 
typing the full name in manually, and the system finding some type of error. 

 The POC is the project personnel that will be contacted by FESS for additional 
information, if necessary. 

o Project Description:  
 Provide a narrative description of the project, focusing on physical activities, such 

as digging, demolishing, constructing.  Include the magnitude of the project (area 
of the new building, length of utility, volume of soil to be excavated, magnitude of 
radioactivity).  Describe any changes in site operations that will take place 
because of the project. 

 If the activity involves construction, you must upload a site map showing the 
location of the project and project limits. 

o Question Mark Buttons: There are two question mark buttons in this section which 
provide additional direction and information. 
 

1.3 Project Cost and Schedule 
This section provides an overview of the project cost and schedule as known at the time of the 
form submittal to the best knowledge of the project. 

o Estimated Project Cost 
o Estimated Start Date: Choose the date from the calendar that pops up either by pushing 

the calendar button or by clicking the mouse in the editable field. 
o Estimated Project Duration: Enter the information in either months OR days, not both. 
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1.4 Project Interfaces 
This is the area that will determine which disciplines in FESS must review the project 
documentation.  Answer the questions for any impacts the project will have on the subject areas.  
If “yes” is checked for any of the areas, a yellow box will appear.  It is mandatory to fill this box in.  
Provide a brief explanation of how the project will impact the chosen areas being as specific as 
possible.  For example, provide the electrical loads (kW), water use (GPM), or area of roofing.   

 
1.5 Attachments 
Attach relevant project documents.  At a minimum, if the project involves any construction, a site 
map showing the project location and project limits must be uploaded. 
 

2.0 FESS Review 
The project interfaces will review the FDR form information and attachments within their 
discipline.  Additional information may be requested by the project interfaces to clarify design 
questions.  The POC should be prepared to answer these requests throughout the review period. 
 

3.0 Review Completion 
The FDR Reviewer will notify the project POC when the review is completed.  However, the POC 
should stay abreast of the review status, and touch base with the FDR Reviewer if the POC has a 
question concerning the FDR status.   

 
IV References 
The following references have been identified. 
 Fermilab Construction, Conventional Design, and Land Use Planning Policy within the Business 

Operations Management System 
 FESS/E SOP 8.3.5.1 Document Reviews 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 04/15/2015 K. Sienkiewicz Initial Release 
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SOP Identifier:  8.4.5.1 
Revision Number: 2 
Effective Date:  December 15, 2011 
 
Subject Matter Expert: S. Dixon (steveo@fnal.gov) 
 
Title: A/E Consultant Quality Assurance 
 
I Applicability 
Project execution requires quality control measures to ensure that the project requirements and goals are 
achieved. 
 
The A/E Consultant shall implement its own Quality Control program applicable to the services provided 
to Fermilab.  To dovetail with Fermilab's Quality Assurance Program the A/E Consultant shall submit their 
corporate Quality Assurance Plan. These measures may vary depending on the complexity of the project 
but should provide means of insuring sound engineering decisions early in the design process, 
interdisciplinary cross-coordination and minimized errors and omissions.  
 
The A/E Consultant shall submit a Project Specific Quality Control Plan for approval by Fermilab for each 
tasking purchase order.  This may be done by reference to the A/E Consultant’s Corporate Quality 
Assurance Plan, with additional project specific measures stated. 
 
During the course of the performance of services the A/E Consultant shall submit written documentation 
that the measures proposed in the Project Specific Quality Control Plan have been executed. 
 
 
II Responsibilities 
The following responsibilities have been identified: 
 
AE Consultant 

 Submit Corporate Quality Control Plan; 
 Include Project Specific Quality Control Plan with tasking proposal, if required; 
 Transmit to Project Engineer records of the implementation of quality control measures. 

 
FESS/E Project Engineer 

 Review Project Specific Quality Control Plan submitted with tasking proposal; 
 Transfer documentation to project archives at completion of project. 

 
 
III Procedure 
1.0 Corporate Quality Control Plan 

The AE Consultant submits the Corporate Quality Control Plan to BSS/Procurement prior to the 
establishment of a master subcontract.  

 
2.0 Submit Project Specific Quality Control Plan  

The AE Consultant shall include with tasking proposals a Project Specific Quality Control Plan 
that contains the methods to ensure that quality controls measures are in place for the execution 
of the task.  This document should be tailored to the specific tasking and may reference the 
Corporate Quality Control Plan. 
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3.0 Review Project Specific Quality Control Plan  

As part of the review of the AE Consultant proposal, the Project Engineer will review the Project 
Specific Quality Control Plan.  Any irregularities/changes should be coordinated with the AE 
Consultant. 
 

4.0 Documentation  
4.1 At the closeout of the project tasking, or as appropriate, the AE Consultant shall submit 

written documentation that the measures proposed have been executed. 
4.2 Upon receipt of the documentation, the Project Engineer shall review and transfer the 

documentation to the project archives. 
 

 
 
IV References 
The following references have been identified: 
 
 FESS/Engineering Policy 5 – Tailoring 
 FESS/Engineering Policy 9 – Consultant Support 
 FESS/Engineering Standard Operating Procedure 9.3.5.1 – AE Tasking 
 FESS/Engineering Standard Operating Procedure 10.3.5.2 - Meetings 
 
 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 04/15/2008 S. Dixon Initial Release 

1 12/15/2011 R. Alber Triennial Review 

2 04/15/2015 R. Alber Triennial Review 

    

 
 
 
VI Other 
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SOP Identifier:  9.3.5.1 
Revision Number: 2 
Effective Date:  December 15, 2011 
 
Subject Matter Expert: S. Dixon (steveo@fnal.gov) 
 
Title: Architectural/Engineering Consultant Tasking 
 
I Applicability 
This procedure applies to the establishing tasking purchase orders under a master subcontract with 
architectural and engineering (A/E) consultant firms. 
 
 
II Responsibilities 
The following responsibilities have been identified: 
 
FESS/E Project Engineer 

 Develop scope, schedule and budget criteria with the Customer contact; 
 Prepare Request for Proposal memorandum to FS/Procurement; 
 Review A/E Consultant proposal; 
 Prepare and circulate purchase requisition. 

 
FS/Procurement Contract Administrator 

 Issue Request for Proposal to A/E Consultant 
 Review A/E Consultant proposal; 
 Issue purchase order. 

 
 
III Procedure 
 
1.0 Develop Memorandum 

The FESS/E Project Engineer is responsible for meeting with client and developing an 
understanding of the scope, schedule and budget requirements for the project.  This information 
shall be incorporated into a memorandum to Finance Section, Procurement Department (FS/P). 
 
The FESS/E Project Engineer will develop a memorandum to FS/P that requests that a formal 
Request for Proposal (RFP) be issued to an A/E Consultant.  The RFP should, as a minimum, 
contain the following information: 

 Project Description; 
 Scope of Services; 
 Expected Deliverables; 
 Preliminary Schedule; 

 
This memorandum should be addressed to Contract Administrator of FS/P with copies to the 
Project File, Division/Section/Research Center Client contact and FESS/E Department Head. 
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2.0 Issue Request For Proposal 

BSS/Procurement will issue a formal letter-format RFP to the A/E Consultant. 
 
3.0 Proposal Preparation 

Upon receiving a written request for proposal from FS/Procurement the A/E Consultant is 
responsible for preparing a proposal that accurately reflects the cost and schedule implication of 
the scope of services described in the RFP.   
 
During the proposal preparation, the A/E Consultant may contact the Project Engineer to answer 
technical questions and to arrange site visits.  All contractual issues shall be directed to the 
FS/Procurement Contract Administrator. 
 
Unless otherwise specified in the RFP, all proposals shall be submitted within ten (10) business 
days after receipt. 
 
Fee Proposals shall be sent to the FS/Procurement Subcontract Administrator with a copy to the 
FESS/E Project Engineer. 
 
The A/E proposal shall include, as a minimum, the following information: 

 Project description, describing the A/E's understanding of the program 
requirements of the task. 

 Scope of Services, listing the services and the deliverables offered by the A/E for 
the fees quoted.  Itemize variations, if any, to the requirements stated in this 
handbook and the A/E Services Subcontract. 

 Schedule, proposing the time the task or each phase of the task will take to 
complete, indicated in days or weeks. The time should start from a “NTP” date and 
not actual dates. 

 Cost, providing a detailed labor hour and rate breakdown of the proposed fee 
maximum by phase and task, listing personnel titles as they appear in the A/E 
Subcontract.   Supplement this detail with the submittal of a completed Consultant  
Price Summary. Include a proposed cap cost for reimbursable expenses if allowed 
by the A/E Subcontract. 

 Baseline Progress Reporting Requirements, for the tasking that includes, as a 
minimum, the following information: 
 Logical, sequential listing of tasks; 
 Expected cost associated with task (including both labor and reimbursables) 
 Monthly projection of expected costs 

 All other requirements required by the A/E Subcontract or RFP. 
 

 
4.0 Proposal Review 

Upon receipt of the A/E proposal, the FS/P Contract Administrator will forward the proposal to the 
FESS/E Project Engineer for review and action.  If acceptable, a purchase requisition will be 
written. 
 

5.0 Purchase Requisition 
After completing the review of the proposal, the FESS/E Project Engineer develop a purchase 
requisition and circulates it for signatures. 
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6.0 Issue Purchase Order  

Upon receipt of the approved purchase requisition, the FS/P Contract Administrator will issue a 
purchase order for the task.  The issuance of the purchase order signifies that point at which the 
A/E may begin work on the task. 

 
 
IV References 
The following references have been identified: 
 
 FESS/Engineering Policy FEP 9 - Consultant Support 
 FESS/Engineering Policy FEP 5 - Tailoring 
 FESS/Engineering Standard Operating Procedure 8.4.5.1 – AE Quality Assurance 
 FESS/Engineering Standard Operating Procedure 7.4.5.1 – AE Progress Reporting 
 FESS/Engineering Standard Operating Procedure 12.4.5.1 – AE Invoicing 
 
 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 04/15/2008 S. Dixon Initial Release 

1 12/15/2011 R. Alber Triennial Review 

2 04/15/2015 R. Alber Triennial Review 

    

 
 
 
VI Other 
 
1.0 Example of memorandum to FS/P 
2.0 Example of RFP memo to A/E firm 
3.0 Example of A/E proposal 
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1.0 Example of memorandum to FS/P 
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2.0 Example of RFP memo to A/E firm 
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3.0 Example of A/E proposal 
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SOP Identifier:  10.2.3.1 
Revision Number: 1 
Effective Date:  September 11, 2013 
 
Subject Matter Expert: J. Hunt (huntjw@fnal.gov) 
 
Title: SWPPP & NOI Submittals 
 
I Applicability 
Many studies over the past twenty years have shown that runoff from urban and industrial areas 
typically contains significant quantities of the same types of pollutants that are found in municipal 
wastewater and industrial discharge and can cause similar water quality problems.  Therefore, as 
mandated by Congress under the Clean Water Act, the National Pollutant Discharge Elimination 
System (NPDES) storm water program was created as a national program for addressing the 
nonagricultural sources of storm water discharges that adversely affect the quality of our nation’s 
waters.  Although the NPDES is a federal program, individual states have the option of creating their 
own permit process, upon approval of the USEPA.  The state of Illinois has chosen to do this so the 
federal NPDES program has been delegated to the state. 
 
For construction projects that disturb one or more acres total land area, a General NPDES Permit for 
Storm Water Discharges from Construction Site Activities will be required.  The permit, formally 
labeled ILR10, describes the process for getting coverage approval.  In short, as part of the permit 
approval, a Notice of Intent (NOI) and a Storm Water Pollution Prevention Plan (SWPPP) document 
must be submitted to the Illinois Environmental Protection Agency (IEPA) a minimum of 30 calendar 
days prior to the start of construction.  To expedite the process and not delay projects by an additional 
30 days waiting for a contract to be awarded, FESS Eng will generate the NOI and SWPPP (identifying 
Fermi Directorate as Contractor and DOE as Owner) in conjunction with the project specifications and 
Exhibit A. 
 
A copy of the project specific SWPPP and erosion control plan drawing(s) shall then be included with 
the Exhibit A for all bidders to review and subsequently sign off once the project is awarded. 
 
II Responsibilities 
Project Engineer 

 Complete on Environmental Review Form (ERF) and determine if a SWPPP and NOI are 
required. 

 Ensure BMPs (see Illinois Urban Manual) have been incorporated into the Soil Erosion and 
Sedimentation Control Plan 

 Complete the Notice of Intent (NOI) Form 
 Create a project specific Storm Water Pollution Prevention Plan (SWPPP) 
 Email completed, signed NOI, SWPPP, and Erosion Control drawings to IEPA 
 Complete Notice of Termination (NOT) Form  

 
Construction Coordinator 

 Ensure all of the subcontractors sign the certification page of the SWPPP 
 Ensure a copy of the SWPPP remains at the construction site for the duration of the project 
 Verify that a copy of the letter of notification of coverage, along with the General NPDES Permit 

for Storm Water Discharges from Construction Site Activities or other indication that storm water 
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discharges from the site are covered under an NPDES permit, shall be posted at the site in a 
prominent place for public viewing. 

 Ensure that the subcontractor is following all terms and conditions of the permit, which includes 
inspecting erosion control devices throughout the project duration, keeping an inspection log, and 
handing over the reports to the CC on a weekly basis. 

 
FESS Environmental Officer 

 Review SWPPP and NOI prior to submittal to the Directorate for signoff 
 
FESS Administrative Support 

 Get signatures from the Directorate on the SWPPP Certification page 
 Get signatures from the DOE on NOI Form and SWPPP Certification page 
 Ensure completed, signed NOI form and SWPPP document goes to the Project Engineer 
 Get signatures from the DOE on NOT Form for submittal to IEPA 

 
Directorate - Signoff 
 
DOE - Signoff 

 
III Procedure 
1.0 Project Engineer completes an ERF and determines if a SWPPP and NOI are required. 
2.0 Project Engineer generates project specific SWPPP for submittal to IEPA at the time of Comment 

Compliance Review. 
3.0 Project Engineer completes the online version of the IEPA NOI Form (located at 

http://www.epa.state.il.us/water/permits/storm-water/forms/notice-intent-construction.pdf) and 
prints the completed form for hard copy signatures by the DOE.   

4.0 FESS Environmental Officer reviews the completed NOI and SWPPP. 
5.0 FESS Administrative Support transmits completed NOI and SWPPP to Directorate for Director’s 

signature on SWPPP Certification page only. 
6.0 NOI and SWPPP are then forwarded to DOE for review and signatures as owner on both the NOI 

and SWPPP. 
7.0 Completed NOI/SWPPP documents returned to FESS Admin. Support.  FESS Admin. Support 

returns NOI/SWPPP documents to FESS Eng. 
8.0 FESS Eng emails PDF versions of NOI, SWPPP, and Erosion Control Plan Drawings to IEPA at:  

epa.constilr10swppp@illinois.gov a minimum of 30 calendar days prior to the start of 
construction. 

9.0 After emailing the signed NOI and SWPPP PDFs, IEPA requires that the original, signed NOI 
form be mailed to the following address: 

 
Illinois Environmental Protection Agency 
Division of Water Pollution Control 
Attn: Permit Section 
P.O. Box 19276 
Springfield, IL 62794-9276 
 

Typically, FESS Eng generates the letter for Directorate to copy onto their letterhead, with 
attached original NOI.  The Directorate then submits the documents to IEPA.  The IEPA NOI 
permit fee is waived for Fermilab projects. 

10.0 Copy of SWPPP is then added to project Exhibit A documents 
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11.0 Once a contract for the project is awarded, the Construction Coordinator is responsible for having 
the subcontractor and all sub-tier contractors sign-off on the SWPPP Certification page. 

12.0 FESS Eng is responsible for maintaining all signatures and revisions to project specific SWPPP 
for the duration of the project.  The original, signed SWPPP and revisions will reside within FESS 
Eng office documents and computer project files.  Copies of the signed documents will be given 
to FESS Eng Construction Coordinators and subcontractors for their reference in the field.  The 
Construction Coordinator shall keep copies of the inspection reports throughout the duration of 
the project.   

13.0 The Construction Coordinator shall verify that a copy of the letter of notification of coverage along 
with the General NPDES Permit for Storm Water Discharges from Construction Site Activities or 
other indication that storm water discharges from the site are covered under an NPDES permit 
shall be posted at the site in a prominent place for public viewing. 

14.0 Electronic copies of all NOI/SWPPP documents shall be filed in the current project files under the 
folder No. 5 titled “ES&H Documents”. 

15.0 Any substantial modifications to the project such as: address changes, new contractors, area 
coverage, additional discharges to waters of the state, or other substantial modifications require a 
revised NOI to be submitted to the IEPA. 

16.0 FESS Eng generates the Notice of Termination (NOT) form once it is determined that the 
unpaved areas of the site have reached a minimum of 70% vegetative cover and all other terms 
and conditions of the permit have been met. 

17.0 FESS Admin. Support transmits completed NOT form to DOE for signature and submittal to 
IEPA, either electronically or through the mail, in order to close out the project. 

 
IV References 
The following references have been identified: 
 
General NPDES Permit for Storm Water Discharges From Construction Site Activities (NPDES Permit 
No. ILR10) - http://www.epa.state.il.us/water/permits/storm-water/general-construction-permit.pdf 
 
Illinois Urban Manual – www.aiswcd.org/IUM 
 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 12/15/2011 J. Hunt Initial Release 

1 04/15/2015 J. Hunt Triennial Review 

    

 
 
VI Other 

 
1.0 Notice of Intent (NOI) Form –  

http://www.epa.state.il.us/water/permits/storm-water/forms/notice-intent-construction.pdf 
2.0 Notice of Termination (NOT) Form –  

http://www.epa.state.il.us/water/permits/storm-water/forms/notice-termination-construction.pdf 
3.0 SWPPP Template 
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4.0 Sample Letter to the Directorate for original signature 
5.0 Sample Letter to the DOE for original signature 
6.0 Sample Letter to IEPA for transmittal of original, signed NOI 
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3.0   SWPPP Template 
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4.0    Sample Letter to the Directorate for original signature 
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5.0    Sample Letter to the DOE for original signature 
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6.0    Sample Letter to IEPA for transmittal of original, signed NOI 
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SOP Identifier:  10.3.3.1 
Revision Number: 2 
Effective Date:  December 15, 2011 
 
Subject Matter Expert: S. Dixon (steveo@fnal.gov) 
 
Title: Amendments 
 
I Applicability 
This procedure applies to projects managed by FESS/E.  An Amendment is a document that is issued to 
the offerers during the proposal period prior to the receipt of proposals.  An Amendment is used to clarify 
or modify the scope a project.  
 
II Responsibilities 
The following responsibilities have been identified: 
 
FESS/E Project Coordinator 

 Assembles amendment documents (text, drawings, etc,); 
 Develops Amendment memo. 

 
FESS/E Project Engineer 

 Reviews Amendment documents for project impact. 
 
Division/Section Client 

 Reviews Amendment documents for project impact. 
 
FS/Procurement Administrator 

 Determines if Amendment impacts the request for proposal period; 
 Issues formal Amendment to Offerers. 

 
 
III Procedure 
1.0 Develop Amendment Documents 

The FESS/E Project Coordinator develops the Amendment documents that describe in text 
and/or drawings the modified scope of work.  This documentation should include a document 
with, as a minimum, the following information: 

 Amendment Identifier; 

 FESS/E Project Name; 

 FESS/E Number; 
 

The Amendment documents are reviewed by the FESS/E Project Engineer. 
 
2.0 Distribute Amendment  

The Amendment documents are forwarded to the FS/Procurement Administrator.  Copies are 
provided to the Division/Section/Research Center Client, the FESS/E Project Engineer and the 
FESS/E Department Head. 
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3.0 Issue Amendment of Solicitation   

The FS/Procurement Administrator issues the Amendment of Solicitation to the Offerers. 
 

4.0 Documentation  
The FESS/E Project Engineer transfers the documentation to the project file. 
 

 
 
IV References 
The following references have been identified: 
 
 FESS/Engineering Policy 5 – Tailoring 
 FESS/Engineering Standard Operating Procedure 10.2.5.3 – Drawing Requirements 
 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 04/15/2008 S. Dixon Initial Release 

1 12/15/2011 R. Alber Triennial Review 

2 04/15/2015 R. Alber Triennial Review 

    

 
 
 
VI Other 
 
1.0 Example of Amendment Document 
2.0 Example of Amendment of Solicitation issued by fS/Procurement Administrator 
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1.0 Example of Amendment Document 
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2.0 Example of Amendment of Solicitation issued by FS/Procurement Administrator 
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SOP Identifier:  10.3.3.2 
Revision Number: 2 
Effective Date:  December 15, 2011 
 
Subject Matter Expert: S. Dixon (steveo@fnal.gov) 
 
Title: Procurement Period Questions 
 
I Applicability 
This procedure applies to projects managed by FESS/E.   
 
A Bid Period Question is a communication between a potential Offerer and a member of the integrated 
project team that occurs while the project is out for solicitations but prior to receipt of proposals. 
 
 
II Responsibilities 
The following responsibilities have been identified: 
 
Project Team Member 

 Responds to question from Offerers; 
 Documents conversation; 
 Forwards conversation documentation. 

 
FESS/E Project Manager/Engineer 

 Reviews Bid Period Question documentation for project impact; 
 Consults with BSS/Procurement Administrator to determine if Amendment to Solicitation is 

required; 
 Transfers documentation to project file. 

 
Division/Section/Resource Center Client 

 Reviews Bid Period Question documentation for project impact. 
 
FS/Procurement Administrator 

 Consults with FESS/E Project Engineer to determine if Amendment to Solicitation is required; 
 
 
III Procedure 
1.0 Bid Period Question 

The member of the integrated project team that responds to a bid period question documents that 
question and responds to the potential Offerer.  The documentation includes, as a minimum, the 
following information: 

 FESS/E Project Name; 

 FESS/E Number; 

 Date; 

 Contact Name; 

 Contact Company; 

 Contact Telephone Number; 
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 Question; 

 Response. 
 

 
2.0 Distribute Documentation  

The Bid Period Question documentation is, as a minimum, forwarded to the following: 

 FS/Procurement Administrator; 

 FESS/E Project Engineer; 

 FESS/E Project Coordinator; 

 FESS/E Manager; 

 Division/Section/Resource Center Client. 
 
3.0 Documentation  

The FESS/E Project Engineer transfers the documentation to the project file. 
 
IV References 
The following references have been identified: 
 
 FESS/Engineering Policy 5 – Tailoring 
 FESS/Engineering Standard Operating Procedure 10.2.5.3 – Drawing Requirements 
 FESS/Engineering Standard Operating Procedure 10.3.3.1 – Amendments 
 
 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 04/15/2008 S. Dixon Initial Release 

1 12/15/2011 R. Alber Triennial Review 

2 04/15/2015 R. Alber Triennial Review 

    

 
 
 
VI Other 
 
1.0 Example of Bid Period Question form 
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1.0  Example of Bid Period Question form 
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SOP Identifier:  10.3.5.1 
Revision Number: 2 
Effective Date:  December 15, 2011 
 
Subject Matter Expert: S. Dixon (steveo@fnal.gov) 
 
Title: Meetings 
 
I Applicability 
Project execution requires various types of meetings to review progress discuss issues and share 
information.  This procedure provides guidelines for improving the effectiveness and efficiency of 
meetings and gatherings   
 
 
II Responsibilities 
The following responsibilities have been identified: 
 
FESS/E Project Engineer 

 Determine the need for meetings 
 Act as or designate Meeting Facilitator; 
 

Meeting Facilitator 
 Ensure meeting follows the agenda; 
 Takes, prepares and distributes meeting minutes; 
 Ensures meeting schedule and timing rules are followed. 

 
Meeting Participants 

 Arrive on time; 
 Attend and contribute to meeting discussions. 

 
 
III Procedure 
1.0 Plan Meeting 

The Meeting Facilitator completes the activities listed below: 
1. Determine meeting type; 
2. Determine what must occur prior to the meeting to make it successful; 
3. Determine what must be accomplished for the meeting to be completed;  
4. Determine who should attend the meeting; 
5. Determine what material the participants need ahead of time; 
6. Schedule meeting location. 

 
2.0 Announce Meetings  

The Meeting Facilitator completes the activities listed below: 
1. Issue agenda; 
2. Date, time and location of the meeting;   
3. Special instruction, if required, in preparation of the meeting; 
4. Forward pertinent documentation that should be reviewed prior to the meeting. 
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3.0 Conduct Meeting  

The Meeting Facilitator performs the activities listed below: 
a. Ensure adequate facilities, room arrangement, and that all equipment is operational; 
b. Identify room specific exiting, emergency instructions, bathroom locations and related items; 
c. Pass around a sign-in sheet or roster, if appropriate;  
d. Summarize roles, goals, objectives, agenda; 
e. Ensures meeting schedule and timing rules are followed; 
f. Takes meeting minutes that include, as a minimum, the following information: 

 Date; 
 Time; 
 Meeting Location; 
 Project Information (Name, FESS/E Project Number); 
 Attendee information (Name, Affiliation); 
 Topic; 
 Appropriate description of meeting content; 
 Identification of action items including assignment and schedule for completion. 

 
 
4.0 Follow Up 

The Meeting Facilitator issues meeting minutes to the project team, usually within five (5) working 
days of the meeting.   
 
Meetings with detailed and/or complex issues may require the issuance of draft meeting minutes 
to confirm factual accuracy.  The Meeting Facilitator issues the draft meeting minutes.  Upon 
receiving comments, the final meeting minutes should be issued within five (5) working days to 
the project team.  

 
 
5.0 Revisions 

When appropriate, revisions to final meeting minutes should be issued.  The revised meeting 
minutes should be sent to all recipients of the original meeting minutes. 

 
 
 
IV References 
The following references have been identified: 
 
 FESS/Engineering Policy FEP 5, Tailoring 
 FESS/Engineering Policy FEP 9, Consultant Support 
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V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 04/15/2008 S. Dixon Initial Release 

1 12/15/2011 R. Alber Triennial Review 

2 04/15/2015 R. Alber Triennial Review 

    

 
 
 
VI Other 
 
1.0 Examples of meeting minutes 
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1.0 Example of meeting minutes 
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SOP Identifier:  10.3.5.2 
Revision Number: 2 
Effective Date:  December 15, 2011 
 
Subject Matter Expert: S. Dixon (steveo@fnal.gov) 
 
Title: Project Correspondence 
 
I Applicability 
Project execution requires various types of project correspondence.  This procedure provides guidelines 
for documenting the project related correspondence. 
 
Correspondence related to a project shall be retained and transmitted to Fermilab at the end of each 
phase of the project or task.  Such correspondence shall be treated as design calculations and includes 
telephone conversations, fax messages, meeting minutes, vendor meeting minutes and other related 
correspondence. 
 
II Responsibilities 
The following responsibilities have been identified: 
 
FESS/E Project Engineer 

 Determine the required documentation; 
 Transfer documentation to project archives at completion of project; 

 
Participants 

 Document correspondence; 
 Transmit to Project Engineer. 

 
 
III Procedure 
1.0 Document Conversation 

The Participant completes documentation of conversations and vendor meetings with notes that 
contain the following the activities listed below: 

1. Date; 
2. Project Information; 
3. Participant  Information 

a. Name; 
b. Affiliation; 

4. Contact Information 
a. Name 
b. Company 
c. Telephone/Fax numbers 

5. Topic; 
6. Design Impact. 
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2.0 Transmit Information  
The Participant shall forward the completed correspondence documentation to the FESS/E 
Project Engineer in a timely manner based on the topic discussed and project impact. 

 
 
IV References 
The following references have been identified: 
 
 FESS/Engineering Standard Operating Procedure 10.3.5.2 - Meetings 
 
 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 04/15/2008 S. Dixon Initial Release 

1 12/15/2011 R. Alber Triennial Review 

2 04/15/2015 R. Alber Triennial Review 

    

 
 
 
VI Other 
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SOP Identifier:  10.3.5.3 
Revision Number: 2 
Effective Date:  December 15, 2011 
 
Subject Matter Expert: S. Dixon (steveo@fnal.gov) 
 
Title: Minimum Drawing Requirements 
 
I Applicability 
This procedure applies to drawings produced for FESS/E projects. 
 
II Responsibilities 
The following responsibilities have been identified: 
 
Drawing Initiator 

 Create drawing with required information. 
 
III Procedure 
 
1.0 Create Drawing 

All drawings should have, as a minimum, the following information: 
 Identification of FES section and Engineering department; 
 Name of drawing initiator; 
 Date; 
 Project name; 
 Project number; 
 North arrow (of appropriate) 
 Scale. 

 
IV References 
None noted 
 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 04/15/2008 S. Dixon Initial Release 

1 12/15/2011 R. Alber Triennial Review 

2 04/15/2015 R. Alber Triennial Review 

    

 
 
VI Other 
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SOP Identifier:  10.5.3.1 
Revision Number: 2 
Effective Date:  December 15, 2011 
 
Subject Matter Expert: S. Dixon (steveo@fnal.gov) 
 
Title: O&M Manual Distribution 
 
I Applicability 
This procedure applies to projects managed by FESS/E.   
 
Operations and Maintenance (O&M) Manuals for equipment installed during the construction phase of a 
project are required for the proper stewardship of the equipment. 
 
II Responsibilities 
The following responsibilities have been identified: 
 
Project Coordinator 

 Collects O&M Manuals from subcontractor/vendor; 
 Develops transmittal memo; 
 Distribute documentation; 
 Transfers documentation to project file. 

 
III Procedure 
1.0 Assemble Documentation 

The Project Coordinator collects the O&M Manuals submitted by the subcontractor/vendor. 
 
 
2.0 Develop Transmittal Memo 

The Project Coordinator prepares a transmittal memo that includes, as a minimum, the following 
information: 

 FESS/E Project Name; 

 FESS/E Number; 

 Date; 

 List of O&M Manuals. 
 
3.0 Distribute Documentation  

The documentation, as a minimum, forwarded to the following: 

 Building Manager (2 copies); 

 FESS/O Department Head (3 copies); 

 FESS/Project File (1 copy). 
 

The following contacts should be copied on the transmittal memo (without attachments) 

 FESS/E Project Manager/Engineer; 

 Division/Section/Resource Center Client. 
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4.0 Documentation  
The FESS/E Project Coordinator transfers the documentation to the project file. 

 
IV References 
The following references have been identified: 
 
 FESS/Engineering Policy 5 – Tailoring 
 FESS/Engineering Standard Operating Procedure 10.3.5.1 – Correspondence 
 
 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 04/15/2008 S. Dixon Initial Release 

1 12/15/2011 R. Alber Triennial Review 

2 04/15/2015 R. Alber Triennial Review 

    

 
 
 
VI Other 
 
 
1.0 Example of O&M Manual Transmittal Memo 
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1.0 Example of O&M Manual Transmittal Memo 
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SOP Identifier: 10.5.4.1 
Version Number: 0 
Effective Date: April 15, 2015 
 
Subject Matter Expert: J. Hunt (huntjw@fnal.gov) 
 
Title: Beneficial Occupancy 
 
I Applicability 
The Fermilab Construction Subcontract Terms and Conditions (FL-3) provides in Section 27 – “Use and 
Possession Prior to Completion” that Fermilab shall have the right to take possession of or use of any 
completed or partially completed part of the work, prior to completion of the subcontract work.  Most 
Fermilab schedules on larger projects identify milestones at which time Fermilab plans to take Beneficial 
Occupancy.   
 
The determination to take Beneficial Occupancy, and when, should be evaluated carefully.  If Fermilab’s 
possession or use delays the progress of the work or causes additional expense to the subcontractor, 
equitable adjustments shall be made in the subcontract price or the time of completion, and the 
subcontract modified in writing accordingly.  However, when Beneficial Occupancy milestones have been 
incorporated in the bid documents and subsequently in the subcontract, Fermilab’s liability for 
interference or delays is modified and a careful evaluation needs to be made of each situation. 
 
II Responsibilities 
The following responsibilities have been identified: 
 
Construction Coordinator 

 Obtain 10-day notice from Subcontractor prior to Beneficial Occupancy Inspection 
 Organize and conduct Beneficial Occupancy Inspection and obtain signatures of participants on 

the Sign-In Sheet.  Use the Beneficial Occupancy Certificate as a guide for participant invitations. 
 Collect, evaluate, and consolidate all deficiency lists from participants. 
 Complete Deficiency List with Subcontractor 
 Complete the Beneficial Occupancy Certificate 
 Complete the Beneficial Occupancy Emergency Plan and issue to distribution list for 

implementation 
 Issue Beneficial Occupancy documentation to distribution list 

 
Beneficial Occupancy Inspection Participants 

 Sign  Beneficial Occupancy Inspection Sign-In Sheet provided by Construction Coordinator 
 Note any deficiencies in the work, safety hazards present in the subject area, or general concerns 

and communicate to the Construction Coordinator 
 
Construction Manager/Lead Engineer 

 Address any discrepancies/disagreements arisen from the Beneficial Occupancy Inspection. 
 
III Procedure 
1.0 Beneficial Occupancy Inspection 

1.1 Note any issues that do not conform to the contract documents on the Deficiency List 
1.2 Note any contracted work that has not been completed yet on the Deficiency List 
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1.3 Note any issues that may interfere with subcontractor’s work in completing the project on 
the Beneficial Occupancy Certificate 

1.4 Note any fire protection concerns on the Beneficial Occupancy Certificate 
1.5 Note any safety concerns to either the subcontractor or Fermilab staff on the Beneficial 

Occupancy Certificate 
1.6 Note any limitations or conditions on the use of the space on the Beneficial Occupancy 

Certificate 
1.7 Note any exceptions or conditions on the operation and maintenance of systems or areas 

on the Beneficial Occupancy Certificate 
1.8 Noted items to be collected, evaluated, and consolidated from all participants. 

2.0 Complete the Beneficial Occupancy Emergency Plan 
3.0 Complete the Beneficial Occupancy Certificate 
4.0 Acquire all necessary signatures 
5.0 Issue Beneficial Occupancy 

5.1 Transmit original, signed Beneficial Occupancy Certificate to the Procurement 
Administrator 

5.2 Transmit copies to all others on the Distribution List on the Beneficial Occupancy 
Certificate.  

5.3 Transmit copies of the Beneficial Occupancy Emergency Plan to persons on the 
Distribution List on the Beneficial Occupancy Certificate. 

 
IV References 
Section 27 of the Fermilab Construction Subcontract Terms and Conditions (FL-3) 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 04/15/2015 J. Hunt Initial Release 

    

    

 
VI Other 
 
1.0 Beneficial Occupancy Certificate 
2.0 Deficiency List 
3.0 Beneficial Occupancy Inspection Sign-In Sheet 
4.0 Beneficial Occupancy Emergency Plan 
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BENEFICIAL OCCUPANCY CERTIFICATE 

 
 

Project Title:                      
 
Subcontractor:                       
 
Subcontract No.                     
 
FESS/Engineering Project No.      

 
 

I. AREA DESCRIPTION   
 

In accordance with Section 27 – “Use and Possession Prior to Completion” of the 
Fermilab Construction Subcontract Terms and Conditions (FL-3), which is part of this 
subcontract, Fermilab hereby takes use or possession of the following subcontractor work 
areas and/or features (i.e. mechanical equipment, etc.) prior to subcontract completion 
(reference additional sheets or drawings as needed): 

 
    

 
    

 
    

 
 
II. INSPECTION  
 

Inspection Date:   
 

The Beneficial Occupancy Inspection was completed and except as noted herein the 
inspection party found the work to be substantially in accord with the subcontract.   

 
Prior to taking possession or using any of the work areas, Fermilab shall furnish the 
subcontractor a list of items of work remaining to be performed or corrected on those 
portions of the work areas and/or features to be used or occupied in the form of a 
Deficiency List.  The Deficiency List is attached to this document.  This listing however 
does not relieve the subcontractor from complying with the terms of the subcontract. 

 
See attached “Beneficial Occupancy Inspection Sign-In Sheet” for list of inspection 
participants. 
 
 

III. CONDITIONS 
 
It shall be understood that Fermilab's possession of the described work does not waive 
the provisions of the Subcontract regarding guarantees and that Fermilab will provide the 
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Subcontractor every reasonable opportunity to complete his Subcontract work as 
expeditiously as is practicable and with the following conditions and understandings: 
 
 
A. CONTRACTUAL IMPACT (if any):  
 
       
 
       
 
 Procurement Administrator:     Date:  
 
 
B. OCCUPANCY IMPACTS (if any):   
 
        
 
        
 
 Construction Manager/Lead Engineer: 
 
         Date:  
 
 
C. ES&H CONCERNS (if any):    
 
        
 
        
 
 Landlord Division/Section Senior Safety Officer: 
 
         Date:  
 

Note: The Landlord Division/Section Senior Safety Officer should consider FESHM 
2060 “Working Planning and Hazard Analysis” when Fermilab personnel or its 
subcontractors are working in the area being possessed by the laboratory.  To 
assist with this planning and analysis, the Beneficial Occupancy Emergency Plan 
form should be used. 
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D. FIRE PROTECTION CONCERNS (if any):   
 
        
 
        
 
 ESH&Q-FPE or FESS Eng:      Date:  
 
 Fire Department Chief:      Date:  

 
 

E. FESS OPERATIONAL CONCERNS (if any):  Operation and maintenance of the 
beneficially accepted systems or areas by Fermilab are subject to the following conditions 
or exceptions: 

 
        
 
        
 
 FESS Facility Management Head:    Date:  
 
 

IV. BENEFICIAL OCCUPANCY AGREEMENT 
 
Construction Subcontractor: 
 
 Accepted      

                             (Subcontractor) 
 
Fermilab: 
 
 Acceptance Recommended     Date:  
                    (Landlord) 
 
 Acceptance Recommended     Date:  
       (Procurement Administrator) 
 
 Acceptance Approved      Date:  
                             (FESS Head) 
 
 
Distribution: 
 Procurement Administrator (original) 
 Signatories 
 FESS/ES&H Senior Safety Officer 
 ESH&Q Security Department - Head 
 FESS Budget Office 
 ESH&Q - FPE 



 

Rev. 0 – 04/15/2015 

DEFICIENCY LIST 
 
This list developed with the subcontractor's participation shall be as complete as the status of the 
work justifies.  Any significant qualifications relating to completing the work should be noted.  
The subcontractor shall notify the Fermilab Construction Coordinator when items have been 
completed and ready for inspection. 
 
 
Project Title:                      
 
Subcontractor:                       
 
Subcontract No.                     
 
FESS/Engineering Project No.      
 
Date:    

 
 

Item 
No. 

Description Status Notes 

1    
2    
3    
4    
5    
6    
7    
8    
9    
10    
11    
12    
13    
14    
15    
16    
17    
18    
19    
20    
21    
22    
23    
24    
25    
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BENEFICIAL OCCUPANCY INSPECTION 

SIGN-IN SHEET 
 

 
Inspection Date: _______________ 
 
Subcontractor: _______________________________________________ ____ 
 
Fermilab: 
 

Printed Name Department 
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Fermilab
 

   
BENEFICIAL OCCUPANCY EMERGENCY PLAN 

 
  

Location 

Project Name/No.:    

Location:    

Construction Subcontract No.:    

Construction Coordinator/Group:    

Area of Beneficial Occupancy (Attach Annotated Drawing):   

 

Responsible Division/Section and Personnel 

Division/Section Accepting Beneficial Occupancy:    

On-Site Building Manager/Dept. Head:    

On-Site Emergency Warden(s):   

Emergency Call List Provided To Communication Center:    ____ Yes   ____ No 

 
 

Shelters, Evacuation Routes, and Assembly Areas 

Designated Tornado and National Alert Shelter(s):   

Designated Evacuation Routes:   

Designated Evacuation Assembly Area:   
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Safety and Communication Equipment Status 

Equipment 
Installed 

(Y/N) 
Operable 

(Y/N) 
Comments 

Fire Detection System      

Fire Suppression System      

FIRUS Monitoring      

Telephones    

Fire Extinguishers      

Exit Signs    

Shelter Signs    

Fire Alarm Pull Boxes    

Emergency Lighting    

Site-wide Emergency Warning    

Other____________________    

 

 

Compensatory Measures 
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SOP Identifier: 10.5.4.2 
Version Number: 0 
Effective Date: April 15, 2015 
 
Subject Matter Expert: J. Hunt (huntjw@fnal.gov) 
 
Title: Final Acceptance 
 
I Applicability 
A Final Acceptance Certificate is used for the purpose of contractually establishing when the 
subcontracted work has been completed in accordance with the subcontract documents and constitutes 
the start of the warranty period.  The Subcontractor warrants that work performed under this subcontract 
conforms to the subcontract requirements and is free of any defect in equipment, material, or design 
furnished, or workmanship performed by the Subcontractor or any sub-subcontractor or supplier at any 
tier.  Acceptance by Fermilab is final and conclusive except for any warranty item.  Warrantee items are 
independent and should not delay issuance of Final Acceptance.  Acceptance shall be made as promptly 
as practical after completion and inspection.   
 
II Responsibilities 
Construction Coordinator 

 Ensure that all Punchlist items have been completed 
 Ensure that all of the close out items have been completed in accordance with the subcontract 
 Ensure that all environmental requirements of the subcontract have been met 
 Obtain 5-day notice from Subcontractor prior to Final Acceptance Inspection 
 Initiate and conduct the Final Acceptance Inspection 
 Solicit the necessary signatures and submit to the Construction Manager/Lead Engineer for 

distribution 
 
Final Acceptance Inspection Participants 

 Sign  Final Acceptance Inspection Sign-In Sheet provided by Construction Coordinator 
 
Construction Manager/Lead Engineer 

 Distribute completed, signed Final Acceptance Certificate  
 Forward the original to the Procurement Administrator for his information and use 

 
III Procedure 
 
1.0 Ensure all Deficiency/Punchlist items have been completed. 
2.0 Ensure all of the following close out items have been completed in accordance with the 

subcontract: 
2.1 All operating manuals 
2.2 Training sessions by the subcontractor 
2.3 As-built drawings 
2.4 Spare parts 
2.5 Any other close out items 

3.0 Ensure all of the following environmental requirements have been met: 
3.1 Waste disposal 
3.2 Maintenance of soil erosion and control features as required by the ES&H Plan and/or 

Storm Water Pollution Prevention Plan.  However, it is permitted that permanent 
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vegetation need not be completely established as this is generally accepted to be a 
warranty item. 

3.3 Any other environmental requirements of the subcontract 
4.0 Initiate Final Acceptance Inspection 
5.0 Submit completed Final Acceptance Certificate, with signatures, to the  Construction 

Manager/Lead Engineer 
6.0 Forward the original to the Procurement Administrator and copies to all others on the Distribution 

List on the Final Acceptance Certificate. 
 
 
IV References 
Section 26.2 of the Fermilab Construction Subcontract Terms and Conditions (FL-3) 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 04/15/2015 J. Hunt Initial Release 

    

    

 
 
VI Other 
 
1.0 Final Acceptance Certificate 
2.0 Attachment A - Final Acceptance Inspection Sign-In Sheet 
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FINAL ACCEPTANCE CERTIFICATE 

 
Project Title:                  
 
Subcontractor:               
 
Subcontract No.               
 
FESS/Engineering Project No.  
 

On    , a complete inspection was made of this subcontract work.  The inspection 
party listed in Attachment A found the work to be complete and constructed in accordance with 
the subcontract drawings, specifications and modifications thereto. 

 
As of    , this subcontract work is accepted by FERMI NATIONAL 
ACCELERATOR LABORATORY.  Warranty provisions of the Fermilab Construction 
Subcontract Terms and Conditions (FL-3) are initiated as of this accepting date.  

 

Final Acceptance Agreement:  Signatures indicate that the named party is authorized to accept 

the work or assigned responsibility on behalf of Fermilab. 

 Acceptance from Subcontractor: 
 

   Date  

(Subcontractor Representative) 

 

 Acceptance from Finance Section: 
 

   Date  

(Procurement Administrator) 

 

 Acceptance from Landlord Division/Section: 

 

  Date  

(Landlord Division/Section Representative) 
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 Acceptance from Facilities Engineering Services Section: 

 
 

   Date  

(FESS Head) 

 

o Acceptance from Operations: 

 

 Date  

(FESS/Facilities Management Head) 

 

 

o Acceptance from Services: 

 

 Date  

(FESS/Services Head) 

 

 

o Acceptance from Engineering: 

 

 Date  

(FESS/Engineering Head) 

 

 

o Acceptance from Engineering: 

 

 Date  

(FESS/Engineering Construction Manager) 

 

Distribution:  Procurement (original) 
  Signatories 
  FESS/ES&H Senior Safety Officer 
  FESS/Lead Engineer 
  Fire Department - Chief 
  Security Department - Manager 
  FESS Budget Office 

ESH&Q - FPE
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ATTACHMENT A 
 

FINAL ACCEPTANCE INSPECTION SIGN-IN SHEET 

 
 

Inspection Date: ________________ 
 
Subcontractor: ______________________________________________________________ 
 
Fermilab: 
 

Printed Name Department 
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SOP Identifier:  12.3.3.1 
Revision Number: 2 
Effective Date:  December 15, 2011 
 
Subject Matter Expert: R. Alber (ralber@fnal.gov) 
 
Title: Field Directed Engineering Change Orders 
 
I Applicability 
This procedure applies to the identification, approval and implementation of field directed change orders 
during fixed price construction subcontracts. 

 Field directed change orders < $5,000 (no approvals required) 
 Field directed change orders $5,000 to $25,000 (departmental/customer approvals required) 
 No field directed change orders > $25,000 

 
II Responsibilities 
The following responsibilities have been identified: 
 
FESS/Engineering Construction Coordinator (CC) 
(This procedure pertains solely to FNAL qualified Construction Coordinators of FESS/Engineering as an 
employee of Fermilab Research Alliance, LLC – subcontract personnel are excluded) 

 Identify the proposed change 
 Request written proposal from subcontractor (RFP) 
 Field direct changes < $5,000 
 Institute approval of field directed changes >= $5,000 

 
FESS/Engineering Project Engineer (PE)/Construction Manager (CM) 

 Prepare Purchase Requisition/Change Order 
 Secure approval of FESS/Engineering Department Manager (and Customer Representative, if 

required) for field directed changes $5,000 to $25,000 
 
FESS/Engineering Department Head 

 Approve field directed changes $5,000 to $25,000 
 
Customer Representative 

 Approve field directed changes $5,000 to $25,000 (required if project is funded from customer 
provided task code – not required if project is funded by GPP, line item, etc.) 

 
FS Procurement Administrator 

 Process subcontract Supplemental Agreement(s) upon receipt of approved change requisition(s) 
 
III Procedure 
 
1.0 Field Directed Changes < $5,000 

1.1 The FESS/Engineering Construction Coordinator (CC) has the authority to field direct 
changes that cost less the $5,000 subject to the following procedure: 
1.1.1 CC will identify field changes with the subcontractor 
1.1.2 CC will request a written proposal (RFP) from the Subcontractor that shall 

contain the following information: 
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 Proposal prepared on subcontractor’s letterhead 
 Date 
 Project Name 
 PO number 
 Description of proposed change 
 Cost of proposed change w/supporting documentation (or established T&M 

basis – not to exceed) 
 Additional calendar days requested associated with this change 
 Signature of authorized company representative 

1.1.3 CC will submit written RFP to FESS/Engineering Project Engineer 
(PE)/Construction Manager (CM) 

1.1.4 PE/CM will verify that appropriate funds are available to support the change and 
that the written proposal was found to be fair and reasonable.  Upon concurrence 
with PE/CM, CC and/or FS Procurement Administrator will field direct 
subcontractor to perform the change 

1.1.5 PE/CM will prepare the Purchase Requisition/Change Order 
1.1.6 FS Procurement Administrator will process subcontract Supplemental 

Agreement(s) upon receipt of approved change requisitions(s) 
1.2 The CC may field direct several changes each less than $5,000 up to an authority limit of 

$25,000.  At no time shall the sum of the changes unsupported by approved purchase 
requisitions exceed $25,000. Once approved requisitions are in place for the outstanding 
changes, the $25,000 authority limit is reset and the CC is authorized to approve 
additional changes. 

1.3 The FS Procurement Administrator may at his/her discretion hold several approved 
change requisitions to issue a supplemental agreement incorporating several changes. 

 
2.0 Field Directed Changes $5,000 to $25,000 

2.1 The FESS/Engineering Construction Coordinator (CC) has the authority to field direct 
changes that cost greater than $5,000 but less than $25,000 subject to the following 
procedure: 
2.1.1 CC will identify field changes with the subcontractor 
2.1.2 CC will request a written proposal (RFP) from the Subcontractor that shall 

contain the following information: 
 Proposal prepared on subcontractor’s letterhead 
 Date 
 Project Name 
 PO number 
 Description of proposed change 
 Cost of proposed change w/supporting documentation (or established T&M 

basis – not to exceed) 
 Additional calendar days requested associated with this change 
 Signature of authorized company representative 

2.1.3 PE/CM will verify that appropriate funds are available to support the change and 
that the written proposal was found to be fair and reasonable 

2.1.4 CC will submit written RFP to FESS/Engineering Project Engineer 
(PE)/Construction Manager (CM) 

2.1.5 PE/CM will prepare the Purchase Requisition/Change Order 
2.1.6 PE/CM will submit initial paper requisition to FESS/Engineering Department 

Head for review and approval 
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2.1.7 If project is funded by a customer funded task code, CM will submit initial paper 
requisition to Customer Representative for review and approval,  If project is 
funded by GPP, line item, etc, Customer Representative approval is not required) 

2.1.8 PE/CM will submit to project file, Procurement Administrator, Customer 
Representative (if customer funded task) and CC a copy of the initial paper 
requisition with a copy of the proposal with the following signature approvals: 
 FESS/Engineering Department Head 
 FESS/Engineering Project Engineer/Construction Manager 
 FESS/Engineering Construction Coordinator 
 Customer Representative (if customer funded request) 

2.1.9 Upon receipt of signed paper requisition, CC and/or FS Procurement 
Administrator will field direct subcontractor to perform the change 

2.1.10 PE/CM will initiate the final Purchase Requisition/Change Order within three (3) 
business days of the field directed change 

2.1.11 FS Procurement Administrator will process subcontract Supplemental 
Agreement(s) upon receipt of approved change requisitions(s) 

2.2 The CC may field direct changes under this procedure up to an authority limit of $25,000 
until such time that the change orders are supported by approved requisitions.  Once 
approved requisitions are in place, the $25,000 authority limit is reset and the CC is 
authorized to approve additional changes. 

2.3 The FS Procurement Administrator may at his/her discretion hold several approved 
change requisitions to issue a supplemental agreement incorporating several changes. 

 
3.0 NO field directed change orders are allowed for changes over $25,000.  Change orders must 

follow laboratory approval processes and will be directed by supplemental agreement issued by 
FS Procurement Administrator. 
3.1 The FESS/Engineering Construction Coordinator (CC) does not have the authority to field 

direct changes that cost greater than $25,000. Change orders greater than $25,000 shall 
be processed based on the following procedure: 
3.1.1 CC will identify field changes with the subcontractor 
3.1.2 CC will request a written proposal (RFP) from the Subcontractor that shall 

contain the following information: 
 Proposal prepared on subcontractor’s letterhead 
 Date 
 Project Name 
 PO number 
 Description of proposed change 
 Cost of proposed change w/supporting documentation (or established T&M 

basis – not to exceed) 
 Additional calendar days requested associated with this change 
 Signature of authorized company representative 

3.1.3 Submit written proposal to FESS/Engineering Project Engineer (PE)/Construction 
Manager (CM) 

3.1.4 PE/CM will verify that appropriate funds are available to support the change and 
that the written proposal was found to be fair and reasonable 

3.1.5 PE/CM will prepare and submit the Purchase Requisition/Change Order (subject 
to prevailing change control limits) 

3.1.6 FS Procurement Administrator will process subcontract Supplemental 
Agreement(s) upon receipt of approved change requisition(s) 
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IV References 
 
The following reference has been identified: 
 
 FESS/Engineering Policy 7 – TM/CC Support 
 
 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 04/05/2010 R. Alber Initial Release 

1 12/15/2011 R. Alber Triennial Review 

2 04/15/2015 R. Alber Triennial Review 

    

 
 
 
VI Other 
 
1.0 Field Directed Engineering Change Order Authority - Approval 
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1.0 Field Directed Engineering Change Order Authority - Approval 
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SOP Identifier:  12.4.5.1 
Revision Number: 2 
Effective Date:  December 15, 2011 
 
Subject Matter Expert: S. Dixon (steveo@fnal.gov) 
 
Title: A/E Consultant Invoicing 
 
I Applicability 
This procedure applies to the reviewing and approving invoices for purchase orders under a master 
subcontract with architectural and engineering (A/E) consultant firms. 
 
 
II Responsibilities 
The following responsibilities have been identified: 
 
A/E Consultant Contact 

 Prepare invoice in accordance with master subcontract and purchase order; 
 Submit invoice; 

 
FESS/E Project Manager/Engineer 

 Review invoice; 
 Approve invoice; 

 
 
III Procedure 
 
1.0 Prepare Invoice – A/E Consultant 

The A/E Consultant shall prepare an invoice with the following information contained as a 
minimum: 

 Master Subcontract Number; 
 Tasking Purchase Order Number; 
 Unique A/E Invoice Number’ 
 Billing Period; 
 FESS/E Project Name; 
 FESS/E Project Number; 
 FESS/E Project Engineer Name; 
 Description of Services; 
 Financial Summary Information; 
 Percentage of Fee Expended; 
 Percentage of Work Completed; 
 Remaining Fee Amount. 
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2.0 Submit Invoice – A/E Consultant 

The A/E Consultant shall submit the invoice to the following address: 
 
Fermi National Accelerator Laboratory 

 M/S 112 
 Post Office Box 500 
 Batavia, Illinois 60510 
            Attention: FS/Accounting 
 

 
3.0 Review Invoice – FESS/E Project Engineer 

3.1 Upon receiving an A/E Consultant invoice, the Project Engineer shall review the invoice 
to determine if the invoice accurately reflects the scope of work completed during the 
invoice period.   

3.2 The FESS/E Project Manager/Engineer reviews the invoice for reasonableness and 
funding availability. 

3.3 The FESS Project Manager/Engineer opens the PDF invoice and uses the STAMP 
command to “Stamp – Invoice Approval” to the front page of the invoice. (see attached) 

3.4 The FESS/E Project Manager/Engineer prints a hard copy of the invoice, reviews and 
indicates whether the attached invoice is OK to pay – or – HOLD for payment approval by 
signing and dating the stamp making notations/corrections if needed. 

3.5 The FESS/E Project Manager/Engineer electronically “Forwards” the email with the 
invoice attached to Martha mlgarcia@fnal.gov indicating whether or not the invoice is OK 
to pay or to be held. 

3.6 The FESS/E Project Manager/Engineer places the reviewed hard copy of the invoice in 
Martha’s office mail slot.  FESS/Admin will complete the approval process. 

 
 
IV References 
The following references have been identified: 
 
 FESS/Engineering Policy FEP 9, Consultant Support 
 
 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 04/15/2008 S. Dixon Initial Release 

1 12/15/2011 R. Alber Triennial Review 

2 04/15/2015 R. Alber Triennial Review 
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VI Other 
 
1.0 Example of A/E Invoice 
2.0 Example of Invoice Approval Stamp 
 
 
1.0 Example of invoice containing required information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Master Subcontract Number 
Purchase Order Number 
Invoice Number 
Billing Period 

Project Name 
FESS/E Project Number 
FESS/E Project Coordinator 

Description of services performed 

Indicate percentage of fee 
expended and percentage of task 
completed 

Invoice amount 

Provide backup data on separate 
attachment indicating personnel job 
classification, billing rates, hours 
expended and subtotaled for each 
classification and direct costs 
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2.0 – Example of Invoice Approval Stamp 
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