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A complex process to complete such seemingly simple 
tasks as unclogging a drain,

 or so complex as putting a man on the moon

Requires you to follow a process to achieve YOUR Goal

(This requires your   involvement)
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So what are your Goals,
For attending this class? 

(This requires your   involvement)
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Class 1
The Importance of setting your own project goals

(This requires your   involvement)
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Class 2
The Process of Contracting and the Type of Contract for the Job

Class 3
Managing the Contract for Your Results
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……….. If You don’t Pay Attention

Project Management & Contracting 101 
Fall 2024

In this class you will learn…..

The  Six Phases of Any Project
1.  Enthusiasm 2. Disillusionment
3.  Panic 4.  Search for the Guilty

5. Punishment of the Innocent     
(Who thought this was a good Idea)

6. Praise for the Non-Participants
(Thank God this wasn’t MY Money!!
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Three Phases of any Project:

Project Management & Contracting 101 
Fall 2024

2.  Construction
    The Physical Manifestation of the Goals

3.  Post Construction & Project Close-out
       Substantial Completion, Turn-Over and Call- Backs
       Final Accounting
       Warranties

1.  Pre-Construction- Setting Outcomes
   Setting Goals that determine:
 1. QUALITY, 2. TIME &  3. COST.
  Solving Problems, in advance of their occurrence
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It will be yours forever…..
CHECK DAILY

OUTCOMES VARY

Project Management & Contracting 101 
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OUTCOMES VARY

But My Wife wanted……
Internet

Air Conditioning
Locking Front Door

Walk-In Stoop

Wood Siding w/ Matching Colors

Project Management & Contracting 101
 Fall 2024

(This requires your   involvement)
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The Process of Achieving Your Goals  
(And Not Your Contractor’s)

Attic  ventilation   Fans

Hot Air Powered
(Inexpensive)

Electric Powered
( 3 x More  Expensive)

Solar Powered
(5 + X More Expensive)

Which  Do You 
Want?

Which  Does Your 
Contractor Want?
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Why Bother?  What Could Go Wrong? 
It’s just a  Home Office/Window Replacement/ _____________(Fill in the Blank)

What you thought you contracted for
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What the Contractor Delivere

Without Your Involvement
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So What’s Important 
To You?

Roof- Truss or Frame?
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Detailed Planning  Requires Choices 

About which you are:

At Best :  Functionally Challenged
At Worst: Functionally Illiterate

So What’s Important 
To You ?

What are your Goals ?

Project Management & Contracting 101 
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Clear, Itemized Goals are Key
 Your Outcome(s)-  does it meet my needs?
 Your Time-  When do I have to have it?
 Your Cost-   What is the maximum total cost I am willing to pay?
 Your Quality-   What areas and items do I really care about?
 Your Contractor Expectations-  What seems to motivate my contractor?
 
 Necessary to Prevent……….

Delays
     Cost Over-runs
          Mistakes
               Mis-communication
      Unacceptable work to YOU!

“I don’t know what I want…….
I only know THIS is what I don’t want”

- Actual former client

Project Management & Contracting 101 
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Step  # 1 – Defining your Goals :  Three  Keys 

Physical
   Size
   Location
   Style
   Special Needs
   

Time
    Drop  Dead 
    Period
    As  necessary
   

Quality
    Utility
    Average
    Custom
    Statement
   

Physical  +   Quality   +   Time   =   Cost   

(Plus  Contractor’s   P r o f I t)

Write your own “ terms “ paper & prioritize what’s  important

Project Management & Contracting 101 
Fall 2024 , 2022
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Defining your PHYSICAL Goals are easy because:
  1. They are Quantifiable
  2. You have reference points for:
   Size
   Style
   Types
  3.  (Your significant other does, if you don’t).
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Defining your QUALITY Goals are hard because:
  1. Materials & Manufacturing Components
   are Unfamiliar
  2. Levels of Quality vary from:
   Meeting Minimum Code
   Average  with few frills
   Semi-Custom & Custom with Frills
   Very High-end statements 
  3.  There are some five hundreds products in 
   a House or addition
   Each Manufacturer makes 2-4 levels of
   Quality. Knowing them all is improbable.

Project Management & Contracting 101 
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Defining your TIME Goal  is problematic because:
  1. It has to sync with the person(s) doing the work
  2. Coordinating the arrival of some five hundred
   parts is difficult due to: 
    Backorders
    Breakages
    Weather
    Competition from other jobs.
  3.  You can have it on time, in budget, with quality,
   but you can only choose two of the three.

Project Management & Contracting 101 
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So What’s Important 
To You?

Minimum of  720
Decisions By Owner
On this chart alone

Project Name By:

What are your Goals 1
2
3

Priority Needs & Priorities

1 2 3 4 Total 
Score

Rank 
Score What's Important to You

11- High
1- Low Min Aver Large Huge

Size 0 0  
Inexpensive Average Above Aver The Best

Cost 0 0  
Don't Care Per Contractor Quickly ASAP

Time To Completion 0 0  
Average Semi-Custom Custom One of a Kind

Quality 0 0  
Don't Care Per Code Important Expansive

Exterior View 0 0  
Don't care Average Important Critical

Energy Efficiency 0 0  
Don't care Average Important Critical

Ease of Maintenance 0 0  
Don't care Average Important Critical

Carbon Footprint 0 0  
Just Basic A Few Want Them Geek Person

Gadgets 0 0  
None Grab Bars Barrier Free Assisted Living

Special Needs/Handicapped 0 0  
Turn Key Major Decisions Most Decisions Prior Approval

Personal Involvement 0 0  

Average 0.0 0.0

Ranking by Priority

Your Wants, Needs and Priorities

Project Management & Contracting 101 
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If you don’t make 
them, someone else 

will.

Presenter
Presentation Notes
Bring up Spreadsheet and add numbers



CSI Construction Specifications Institute

01  General Conditions

02  Existing Conditions

03  Concrete

04  Masonry

05  Metals

06  Wood, Plastics & Composites

07  Thermal & Moisture Protection

08  Openings

09  Finishes

10  Specialties

11  Equipment

12  Furnishings

13  Special Construction

14  Conveying Equipment

15  Fire Suppression

16  Plumbing

17  Heating Ventilating & Air Conditioning

18  Integrated Automation

19  Electrical

20  Communications

21  Electronic Safety & Security

22  Earthwork

23  Exterior Improvements

24  Utilities

25  Transportation

26  Materials Processing & Handling

27  Electrical Power Generation

SWEETS.CONSTRUCTION.com
(The Products Bible)

How t0 (sort of) educate yourself

Project Management & Contracting 101 
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End of Class #1

Questions?

Project Management & Contracting 101 
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CLASS TWO
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Step  # 1– Finding your Contractor 

Project Scope
   Single  task / single trade
   Remodeling  / Multiple Trades
   New Construction
   

Home Repairman or
Single Tradesman

Remodeling Contractor

Home Builder 
(Contractor)_Experience

   matches  your project
   size  matches your  Scope
   Past Projects  indicate his  Style
   business-like  approach 
  Communicative  skills

Project Management & Cntracting 101 
Fall, 2024

Who Do You Need?

Presenter
Presentation Notes
Start Second Session
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Step  # 2– Building  your project
In your Mind and then written on paper 

Interviewing  Your “Guy”
 Provide  your  written goals
   Explain your priorities 
 Match   his  story  with  yours
 Ask pointed questions of his projects
 Get and check references   of 

projects  in  the last year. 

Locating  Your “Guy”
 riding a round
 Friends
 Trades people you  know
 Local Ads 
 Internet  & National Ads

Project Management & Contracting 101 
Fall, 2024



Project Management 
                 &
    Contracting  101

Step  # 3 - Contracting your project
(The Project documents) that make up the contract) 

1.. The Contract & written terms

2.  The  drawings , sketches,  of the project

3.  Materials  & Products  Specifications

4.   Your written goals & Priorities

Project Management & Contracting 101 
Fall, 2024
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Methods of contracting

Disclaimer: I am not an attorney- 
always seek legal advice

Fixed Fee  

Cost Plus  

Competitive Bid

Design-build

Pros & Cons
(or Trying to Con the Pro)

You know Cost 
You don’t  Get savings

Hybrids

You know costs  
You don’t  Get rebates

Project may take longer

Open Book & Fee for Services
Semi-Fixed Price
Change orders

Requires detailed documents

You know Cost 
Requires an Accountant’s mind

Fewer change orders
Longer planning phase

Project Management & Contracting 101 
Fall, 2024
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Types of Contracts

Disclaimer: I am not an attorney- 
always seek legal advice

Oral  

Written- informal  

Estimate/quote sheet

Written Semi-Formal

Written formal

Elements of 
construction Contracts

required

1.  Legally competent parties
2. Mutual agreement

3.  Consideration
4.  Legal purpose

protective
5. Full work description

6. Specification of products
7. Methods of installation

8. Time required & any penalty
Work be fully complete

9. Standard of quality expected

Project Management & Contracting 101 
Fall, 2024
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Type of Contract 
By Type of Job

Projeabitationct Management & Contracting 101 
Fall, 2024 

Oral - Single Purpose 
 Rake the Leaves, repaint the Family room 

Written informal - Single Purpose 
 Replace the water heater with similar 

Estimate / quote sheet – Multiple items 
 replace the sink and faucets,  reinstall garbage disposer 

and diswaher drain.

Written / semi-formal – Multiple, unrelated items
 Remove den/dining room wall to make larger family 

room.  (requires different trades and materials) 

Written / Formal-  New Construction 
 New addition, structure  or garage 
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Classes of 
Specifications

Project Management & Contracting 101 
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1. Minimal- Paint
 Paint all walls 
2. Better- Paint
 Prime and Paint all walls to opaque uniform color 
3. Best- Paint
 Prime and paint all walls to opaque uniform color 

by roller  application with brush cut-in at trim.
4. Complete - Paint
 Prime and paint all walls with two coats to a 3 mil 

thickness of exact same color and batch approved 
by owner from Sherwin Williams Interior Pro 
Classic Latex Acrylic by roller at temperature 
above 40 degrees with no marks.

5. US Government & Military Specifications  
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General conditions of the contract
(A few examples)

 

 

 

• Drawings
• Ownership
• Contract Documents
• Shop drawings & Samples
• Surveys & Permits
• Protection of Work
• Supervision
• Changes to Work
• Delays and Extensions
• Owner’s Right To Do Work
• Owner’s right to terminate
• Payment schedules 
• right to withhold Payment

• Liens & assignment
• Subcontractor approval
• Allowances
• Use of Premises
• Cutting, patching & digging
• Disposals  & Clean-up
• Temporary  Facilities 
• utilities
• Storage & Lay-down
• Builder’s Risk
• Property protection
• Safety
• Prohibited acts

Project Management & Contracting 101 
Fall, 2042
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Basic construction 
business tenents:

1. Use other people’s money
2. Get as much as you can upfront
3. Add profit to everything
4. Use  the next job to pay for the last job, 

if you have to  

administration

Small contractor realities
1. Chronically under capitalized- cash basis
2. Chronically bad business people
3. Little understanding of accounting
4. Chronically understaffed
5. May have supplier liens against past work
6. Usual and customary to trade is not quality

Small contractor practices

1. Ask for 50% as an advance for materials
2. Ask for frequent payments
3. Promise anything- there’s always an excuse
4. Always work on the job nearest a billing point
5. As long as it looks good and passes inspection, 

it’s quality.

Rise of the Franchise
One Hour           Serve Pro     JES Foundation
Michael & Son  Mr. Electric Mr. Sparky Project Management & Contracting 101 

Fall, 2024 



UNDERSTANDING  RISKS
Insurance  !   What’s the Big Deal ?

                ……Who Pays in the event of:

Fire, Wind, Flood Liability Personal Injury

Homeowner 
Personally?

Homeowner’s 
Policy ?

Contractor
Workman’s 

Comp?

Contractor
Gen Liability?

Project Management 
                 &
    Contracting  101
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Always get and check: Certificate of Insurance
For Correct Coverages and date of Lapse
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End of Class #2

Project Management & Contracting 101 
Fall, 2024 
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CLASS # 3

Project Management & Contracting 101 
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Requests for Payment 

Rules
 

• Never pay in cash
• Never pay without an itemized statement
• Always set up payments based on verifiable 

completion of work tasks ( such as completion of 
framing, roofing)

• Never pay for anticipated completion – even a day
• Always compare stated completions against reality- 

note discrepancies in writing
• Always keep accurate records- Do not rely on other’s 

records
• Obtain a lien waiver as a condition for payment, 

including subs. 
Project Management & Contracting 101 

Fall, 2024



Pay Requests
Simplified

Project Management & Contracting 101 
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Pay Requests
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Pay Requests
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Presenter
Presentation Notes
Bring up Pay Request Spreadsheet and add numbers



Pay Requests
Lien Waivers

Project Management & Contracting 101 
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A Few Words about Liens
         Specifically Mechanic’s Liens
 ………………………….They will cost you money.

I am not an attorney
Seek Competent legal advice

A charge upon real or personal property for the 
satisfaction of some debt or duty ordinarily 
arising by operation of law.

Can be charged against the homeowner by 
anyone working on the property or anyone 
providing material or equipment on the 
property.

Project Management & Contracting 101 
Fall, 2024
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Opportunities- What are they?

• Product  Sales

• Returned items

• Adaptive  Re-use

• Surplus  re-purposing

• Consignment store  items

• Rent al  Equipment  vs.  
Purchase

“It is better to be prepared 
for an opportunity and 
not have one than to 
have an opportunity and 
not be prepared.”
 

Whitney M. Young

Old Contractor  Adage: 
 Order  10%  more,  and   every  tenth  house  is  free

Project Management & Contracting 101 
Fall, 2024
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Your ability
To influence the  
project outcome , 
decreases as the 
project 
progresses 

Project Management & Contracting 101 
Fall, 2024



Basic construction project Process

Owner Owner Owner

CONTRACTOR CONTRACTOR CONTRACTOR

Pre-Construction Construction Post-Construction

Owner Degree of Control

Contractor Degree of Control

Project Management & Contracting 101 
Fall, 2024
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PHASE l
PRE-CONSTRUCTION

Seven “P” Rule 

Proper Prior Planning Prevents 
Piss Poor Performance

Quality Levels
Approved Budget

Approved Schedule

Product Levels

Fixed Budget
Schedule
Permits

References

Standards
Max Budget

Completion Date

Required Inputs

Qualifications
Insurance
Resume
Projects

Pre-Construction Inputs

CONTRACTOR

Owner

Required Inputs

Pre-Construction Outputs

Project Management & Contracting 101 
Fall, 2024
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PHASE 2
CONSTRUCTION

Payment Less Retainage
Approved Change Orders

Decisions

Draws & Change Orders
Revised Schedule

Monthly Draw Schedule

Review of Submittals
Daily Walk-Thru
Completion Date

Required Inputs

Submissions For Review
Weekly Schedule
Delays & Reason

Issues

Construction Inputs

CONTRACTOR

Owner

Required Inputs

Construction Outputs

Construction
Materials Delivery

Trust but verify Daily
(It isn’t rocket science) Project Management & Contracting 101 

Fall, 2024
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PHASE 3
POST-CONSTRUCTION

Payment Less Retainage
Resolved Punch List Items

Final Decisions

Site & Bldg. Clean-Up

Pass- Through Warranty
Product Manuals

Certificate of Occupancy

MEP Explaination

Final Walk-Throughs
Punch Lists

Final Adjustments
MEP Understanding

Required Inputs

Changes Made
Pending Last Items

Walk-Throughs
Equip. Commissioning

Post Construction

CONTRACTOR

Owner

Required Inputs

Post Construction Outputs

Certficate of
Substantial Completion

Project Management & Contracting 101 
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CHANGE ORDERS

Request For Information
RFI – No Cost

Change Order Proposal

Acceptance

Contract Changed
(Cost & Savings)

Additions To Contract:
     Contractor eligible for
          Extra Money
             Extra Time 
          Extra Mark-ups
          Net Cost of Change

Deletions To Contract:
     Owner eligible for
          Cost Savings
             Time Savings 
          Re-stocking Charge
          Net Cost of Change

Project Management & Contracting 101 
Fall, 2024



Common problems 

Designed and engineered as a system

For more and more specific applications

Forcing the local trades to specialize

Installed and serviced by trained and authorized representatives

everything is a system- One person can’t do it all

Chimney Sweeps

Foundation Repairs

Decks & Patios

Insulation

Moisture

Low Voltage & Lighting

Counters

Ceramic Tile

Flooring TrimClosets

Plumbers who specialize in 
    Water Heaters Disposals & Clogs
    Sinks & Faucets

Project Management & Contracting 101 
Fall, 2024



Common problems 

FACT:    Most Va. Localities require a building permit for any replacement

You take out the permit and the locality holds you 
responsible for meeting permit requirements

Building Permits and Code inspections

FACT:  Many repair men don’t have a license capable of pulling a permit

FACT:  Any homeowner can pull a building permit for his own home

FACT:  The permit holder is responsible for inspections & meeting code

Project Management & Contracting 101 
Fall, 2024



Common problems
Reviews and Code Inspections

Usual Review & Approvals

Site Plan
Erosion & Sedimentation Control Plan
Storm Water Management Plan
Architectural & HOA approvals

Usual Inspections
Rough-In Complete Final

Site Plan & E/S  
Land Clearing > 2,000 sf
Footer
Foundation & Crawl Space
Framing
Roofing
Electrical
Plumbing
Mechanical
Insulation
Special (Example Elevator)

X
X
X

X
X
X
X
X

X
X
X
X
X
X
X

X
X
X
X
X
X
X
X
X
X

X

X
X
X
X
X
X
X
X

Certificate 
Of

Occupancy

Dominion will not set meter 
and energize house without 

Call Before You Dig
Va811.com

Dial 811 in Virginia

Call miss utility

Project Management & Contracting 101 
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County Links 
Building Permits and Code inspections

Project Management & Contracting 101 
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James City County Permits Link:
https://jamescitycountyva-energovweb.tylerhost.net/apps/selfservice#/home 

York County Permits Link:
https://www.yorkcounty.gov/213/Building-Safety

Williamsburg City Permits Link: 
https://va-williamsburg.civicplus.com/179/Codes-Compliance

Your Source For Monitoring Construction  
& asking Questions……..

………..(If a Permit is taken out.)



Common problems 

Dates at least back to the Code of Hammurabi
US- City of Baltimore 1859, Chicago Fire 1871
Hurricane Andrew- Florida

A word about the Building code

“It meets Code, it passes”

the Building code is a minimum 
standard

One step less in any area and the house 
is condemned

From habitationYea!!  Our 
house  got a D-

Building Code    Fire Code     Mechanical Code     Plumbing Code     Electrical Code

Project Management & Contracting 101 
Fall, 2024
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Nothing ever goes as planned

Follow the Boy Scout motto

Be prepared !!

Project Management 
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You can’t afford not to 
compromise when life is a 

compromise

A bad negotiation is always 
preferable to a good court case

(Old attorney Quote)

Project Management 
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    Contracting  101
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Projects never go Exactly as designed

Always Have Contingency    Plains
Plans 
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