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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).  
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 



 

FESS/Engineering Procedure Manual   

WARNING: This policy is subject to change.  The current version is maintained on the FESS website. Rev. 12/15/2011 

  
SECTION I  INTRODUCTION     
 
SECTION II  REQUIREMENTS      
 
SECTION III  NOMENCLATURE  
 
SECTION IV  PROCEDURES  
      

Integration  
4.1.0.1 Project Plan Preparation 
4.3.5.1 In-Progress Procedures 
4.5.4.1 Subcontractor Evaluation 

Scope  
5.3.5.1 High Performance Building 

Time  
  None 

Cost  
7.4.3.1 Subcontractor Invoice Review 
7.4.5.1 A/E Consultant Progress Reporting 

Quality  
8.3.2.1 Construction Document Signoff 
8.3.2.2 Securing Construction Documentation 
8.3.5.1 Document Reviews 
8.4.5.1 A/E Consultant Quality Assurance 

Human Resources  
9.3.5.1 A/E Consultant Tasking 

Communications  
10.2.3.1 SWPPP & NOI Submittals 
10.3.3.1 Amendments 
10.3.3.2 Procurement Period Questions 
10.3.5.1 Meetings 
10.3.5.2 Project Correspondence 
10.3.5.3 Minimum Drawing Requirements 
10.5.3.1 O&M Manual Distribution 

Risk Management  
  None 

Procurement  
12.3.3.1 Field Directed Change Orders 
12.4.5.1 A/E Consultant Invoicing 

 



 

 

 

 

 

 

 

This page intentionally left blank 



    
INTRODUCTION FESS/Engineering Procedure Manual 
 
 

SECTION I     PAGE 1 
FESS/Engineering Procedure Manual   

WARNING: This policy is subject to change.  The current version is maintained on the FESS website. Rev. 12/15/2011 

Section
I 

f

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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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: 0 
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 

 



 

FESS/Engineering Procedure Manual  4.1.0.1-2 

WARNING: This policy is subject to change.  The current version is maintained on the FESS website. Rev. 12/15/2011 

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 

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: 
 Strategy for Sustainability Letter detailing minimum program requirements for 

LEED, LEED checklist completion, additional guidance from USGBC, 
meeting the guiding principles, and recommendations. 

 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.   
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 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. 
 

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 

    

    

 
 
VI Other 
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SOP Identifier:  4.3.5.1 
Revision Number: 1 
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 Leadership Team 
 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 Leadership team 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 

    

 
 
 
VI Other 
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SOP Identifier:  4.5.4.1 
Revision Number: 1 
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: 
 
BSS/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 
BSS/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://www-esh.fnal.gov/FESHM/7000/7010.pdf 
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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 

    

 
 
 
VI Other 
 
1.0 Subcontractor Performance Evaluation Form 
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SOP Identifier: 5.3.5.1 
Version Number: 1 
Effective Date: December 15, 2011 
 
Subject Matter Expert: S. Dixon (steveo@fnal.gov) 
 
Title: High Performance Building Checklist 
 
I Applicability 
This procedure applies to all buildings for incorporation of sustainable design principals.  Generally, this 
applies to General Plant Projects. 
 
The United States Green Building Council (USGBC) has developed the Leadership in Energy and 
Environmental Design (LEED) standard to provide guidance for builders who wish to incorporate 
sustainable elements into their projects. LEED for new construction is a set of specific and quantifiable 
measures, each of which confers a credit towards certification of a project as a “LEED-certified” building.   
 
If the Total Project Cost is less than $5 million, the project shall comply with the High Performance and 
Sustainable Buildings Guiding Principles checklist to determine suitability of sustainable design principles 
for incorporation.  If the Total Project Cost is equal to or greater than $5 million, the project shall attain 
LEED-2009 Gold Certification (see FESS/E Policy 4 - Sustainability), if appropriate.   
 
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.  The checklist is reviewed 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 
 
1.0 Initial Review 

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 
review team consists of the following (which shall include a minimum of one LEED AP accredited 
individual): 

 Fermilab Project Director; 
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 Project Manager; 
 Project Coordinator. 

 
1.1 Using the High Performance and Sustainable Buildings Guiding Principles modified with 

FESS/E specific information, the review team examines the documents and determines 
the applicability of the LEED-2009 credits to the specific project. 

1.2 The completed checklist is included in the Conceptual Design Report. 
1.3 The completed checklist is stored in the project file. 

 
2.0 Final Design Review 

The integrated project team examines the final design documents that are issued for proposals to 
understand the changes to the baseline objectives that were documented in Step 1.0 above.  The 
results of this review are retained in the project file. 

 
3.0 Construction Complete Review 

The integrated project team examines the project documents at the conclusion of the construction 
to understand the changes to the baseline objectives that were documented in Step 1.0 and Step 
2.0 above.  The results of this review are retained in the project file. 

 
 
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 

    

 
 
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: 1 
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; 
 Forwards subcontractor invoice to FESS/E Project Manager/Engineer. 

 
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. 

1.2 The FESS/E Construction Coordinator signs the Invoice Approval form that accompanies 
the invoice. 

1.3 The FESS/E Construction Coordinator forwards the Invoice Approval form to the FESS/E 
Project Manager/Engineer. 

  
 
2.0 FESS/E Project Manager/Engineer Review  

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

2.2 The FESS/E Project Manager/Engineer signs the Invoice Approval form that 
accompanies the invoice. 

2.3 The FESS/E Project Manager/Engineer forwards the Invoice Approval form to the FESS 
Budget Office for further processing. 

 
IV References 
The following references have been identified: 
 
 FESS/Engineering Policy 5 – Tailoring 
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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 

    

 
 
 
VI Other 
 
1.0 Example of Subcontractor Invoice Approval Form 
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SOP Identifier:  7.4.5.1 
Revision Number: 1 
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. 

 
BSS/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 
BSS/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 BSS/Procurement Contract Administrator Review  

The BSS/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 

    

 
 
 
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: 1 
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. 

 
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 

 FESS/E Project Manager/Engineer 

 FESS/E Department Head 

 FESS Head 

 Division/Section/Resource Center Project Contact 
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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 

    

 
 
 
VI Other 
1.0 Example of Signature Sheet 
2.0 Example of A/E Consultant Signature Sheet 
 
 
 



 

FESS/Engineering Procedure Manual  8.3.2.1-3 

WARNING: This policy is subject to change.  The current version is maintained on the FESS website. Rev. 12/15/2011 

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 

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: 1 
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. 
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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 

    

 
 
 
VI Other 
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SOP Identifier:  8.3.5.1 
Revision Number: 1 
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: 

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

 Reviewing 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. 

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

 Coordinating 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; 
 Issuing a review notification; 
 Coordinating the response to comments received; 

 
 
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.  
 

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. 
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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 Listserve by (an) 
appointee(s) of the FESS Engineering Department.  The listing of the members of the current 
Listserve 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 Group Head 
Operations Engineering Group 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 Business Services Section 

Deputy Head 
Telecommunication Department Head 
Fire Chief 
Battalion Chief 
Lieutenant 

 
2.1.5 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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2.1.6 Integrated Project Team (not included in FESS_CCR – should be addressed 

separately) 
Customer Contact 
Project Engineer/Project Manager 
Project Coordinator 
BSS/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 

    

 
 
  
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 
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2.0 – Example of Comment Form 
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3.0 – Example of Proposal Notification Form 
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4.0 - Example of Engineering Risk Assessment Worksheet 
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SOP Identifier:  8.4.5.1 
Revision Number: 1 
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 

    

 
 
 
VI Other 
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SOP Identifier:  9.3.5.1 
Revision Number: 1 
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 BSS/Procurement; 
 Review A/E Consultant proposal; 
 Prepare and circulate purchase requisition. 

 
BSS/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 Business Services Section, Procurement 
Department (BSS/P). 
 
The FESS/E Project Engineer will develop a memorandum to BSS/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 BSS/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 BSS/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 
BSS/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 BSS/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 BSS/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 BSS/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 

    

 
 
 
VI Other 
 
1.0 Example of memorandum to BSS/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 BSS/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: 0 
Effective Date:  December 15, 2011 
 
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, it is the responsibility of individual states to 
process permits. 
 
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.  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 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 
 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 Administrative Support 

 Review SWPPP and NOI prior to submittal to the Directorate for signoff 
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 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 Admin reviews the completed NOI and SWPPP. 
5.0 FESS Admin. 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 The IEPA permit fee is waived for Fermilab construction projects. 
10.0 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. 

11.0 Copy of SWPPP is then added to project Exhibit A documents 
12.0 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. 
13.0 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. 

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”. 
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15.0 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. 

16.0 FESS Admin. Support transmits completed NOT form to DOE for signature and submittal to IEPA 
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 
 
 
V Revision History 
 
Version 
Number 

Date Author Change Summary 

0 12/15/2011 J. Hunt Initial Release 

    

    

 
 
 
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 
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: 1 
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. 
 
BSS/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 BSS/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 BSS/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 

    

 
 
 
VI Other 
 
1.0 Example of Amendment Document 
2.0 Example of Amendment of Solicitation issued by BSS/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 BSS/Procurement Administrator 
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SOP Identifier:  10.3.3.2 
Revision Number: 1 
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. 
 
BSS/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: 

 BSS/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 

    

 
 
 
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: 1 
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 

    

 
 
 
VI Other 
 
1.0 Examples of meeting minutes 
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1.0 Example of meeting minutes 
 
 
 
 
 
 
 
 
 



 

FESS/Engineering Procedure Manual  10.3.5.1-5 

WARNING: This policy is subject to change.  The current version is maintained on the FESS website. Rev. 12/15/2011 

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 



 

FESS/Engineering Procedure Manual  10.3.5.1-6 

WARNING: This policy is subject to change.  The current version is maintained on the FESS website. Rev. 12/15/2011 

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 

 



 

FESS/Engineering Procedure Manual  10.3.5.1-7 

WARNING: This policy is subject to change.  The current version is maintained on the FESS website. Rev. 12/15/2011 

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 

 



 

 

 

 

 

 

 

This page intentionally left blank 



 

FESS/Engineering Procedure Manual  10.3.5.2-1 

WARNING: This policy is subject to change.  The current version is maintained on the FESS website. Rev. 12/15/2011 

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:  10.3.5.2 
Revision Number: 1 
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 

    

 
 
 
VI Other 
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SOP Identifier:  10.3.5.3 
Revision Number: 1 
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 

    

 
 
VI Other 
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SOP Identifier:  10.5.3.1 
Revision Number: 1 
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 

    

 
 
 
VI Other 
 
 
1.0 Example of O&M Manual Transmittal Memo 
 



 

FESS/Engineering Procedure Manual  10.5.3.1-3 

WARNING: This policy is subject to change.  The current version is maintained on the FESS website. Rev. 12/15/2011 

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 

 
1.0 Example of O&M Manual Transmittal Memo 
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SOP Identifier:  12.3.3.1 
Revision Number: 1 
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.) 

 
BSS 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 BSS 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 BSS 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 BSS 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 BSS 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 BSS 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 BSS 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 
BSS 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 BSS Procurement Administrator will process subcontract Supplemental 
Agreement(s) upon receipt of approved change requisition(s) 

 



 

FESS/Engineering Procedure Manual  4.3.5.1-4 

WARNING: This policy is subject to change.  The current version is maintained on the FESS website. Rev. 12/15/2011 

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 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 

    

 
 
 
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: 1 
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: BSS/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 If the invoice is correct, the “OK To Pay” Invoice box on the invoice approval sheet should 
be checked, the sheet signed and dated. 

3.3 If the invoice is incorrect, the A/E Consultant should be contacted for 
clarification/correction.  A disapproved invoice should be marked with “DISAPPROVED – 
PLEASE REMOVE FROM SYSTEM” notation 

3.4 Upon completion of the above, the invoice should be forwarded to the FESS Budget 
Office for tracking as required. 

 
 
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 

    

 
 
 
VI Other 
 
1.0 Example of A/E Invoice 
2.0 Example of Invoice Approval Sheet 
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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 Sheet 
 
 
 
 
 

Redacted


