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New York City Watershed Program
Information Bulletin No. 10

Design Phase Guidelines

This bulletin is intended to guide you, the WWTP Owner, and your selected Engineer, through
the Design process to an approvable Final Upgrade Plan (FUP). Please refer to the following
documents as you prepare for this process:

 Sections 2.2.1 - 2.2.1.5.1, 2.2.1.7, 2.2.3 - 2.2.6 of the Scope of Engineering Services,
in Appendix A, Attachment A, Section 2 of the Upgrade Contract

 Appendix A, Attachment A, Section 7 of the Upgrade Contract, the Preliminary
Engineer’s Scope of Work

 Recommended Standards for Wastewater Facilities, 1990 (Ten States Standards)
 Design Standards for Wastewater Treatment Works, 1988 (NYSDEC 1988)
 NYCDEP Technical Bulletins

The construction portion of the Upgrade Programcommences upon NYCDEP’s approval of the 
bidsand EFC’s authorization to proceed with Execution of Contracts and Construction. EFC
requests that four copies of each document be provided, and that the copies be accompanied by
the WWTP Owner’s written acceptance of the document.

Please note: As with all previous portions of the Upgrade Program, the Engineer must submit
key documents to you, the WWTP Owner, for review and acceptance prior to submission to EFC.
These documents include Change Orders, Contractor’s Completion Documents, Functional 
Completion Certification, etc.

I. EFC cannot make payment on any construction contract until the fully executed contract
has been received by EFC. It is therefore imperative that the contracts be executed and a
copy forwarded to EFC as soon as possible. Additionally, most contracts will have been
amended to include sufficient funds to pay for construction. Finalization of this
amendment should take place as soon as possible in order to avoid a shortfall of funds.

II. All contractor applications are to be submitted on AIA Form G702. EFC recommends
that the contractor not show any retainage being withheld on the AIA form. As NYCDEP
is funding the project through EFC, retainage will be held by EFC and not by the Owner.
The full amount (without retainage removed) should be included on the Cost Summary
Form. EFC will withhold the retainage, paying 95% of the amount on the Cost Summary
Form.

III. A Pre-Construction Meeting is to be held for each project. The Engineer is responsible
for the preparation and mailing of meeting minutes for the Pre-Construction Meeting and
subsequent monthly job meetings.
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IV. Three copies of each change order are to be submitted to EFC for review. In instances
where NYCDEP approval of the change order is required, EFC will forward copies to
NYCDEP and coordinate the review.

V. As the project is nearing completion, the Engineer is toassemble the Contractor’s 
Completion Documents as stated in paragraph 2.4.11. We need to review what we
actually want here. As written, EFC gets nothing, only NYCDEP. We want at least some
of it. But I don’t think that NYCDEP wants the shop drawings or marked-up record
documents.
Operation and Maintenance Manual: This document should be prepared in accordance
with Section 4 of Attachment A to the Owner’s Scope of Work.  An outline of this 
document should have been submitted with the 100% PUP. A draft O&M manual should
be submitted when construction is approximately 75% complete; the final complete
manual should be submitted with the Construction Closeout Documents as stated in
subtask 2.4.16.1.1 of the Scope of Engineering Services.

VI. The schedule included as Scope of Engineering Services paragraph 2.4.12 should be the
revised startup schedule included with the Startup Plan. No separate schedule is required.

VII. The Startup Plan and Acceptance Procedures submitted with the PUP will likely require
modification due to changes during construction. This should be resubmitted at least one
month (enough time?) prior to the anticipated Functional Completion Certification.
Approval of this document is essential to obtain authorization to proceed with Startup and
Performance Testing.

VIII. Certificate of Functional Completion: This document should be submitted when the
Contractor(s) and Engineer have inspected the work and agree that the WWTP is ready
for operation. All testing of the equipment necessary prior to operation shall have been
successfully completed. Along with the Certificate of Functional Completion the
Engineer shall submit a preliminary punch list of outstanding items. Following
submission of the Certificate of Functional Completion and preliminary punch list, the
Engineer should conduct a conference call with EFC and NYCDEP to discuss the
readiness of the WWTP to begin operations. If agreed upon, the Final Inspection will be
scheduled during the conference call.

IX. Final Inspection: Final Inspection to be attended by the WWTP Owner and Engineer,
EFC, and NYCDEP. The Engineer will also be responsible for contacting NYSDEC and
the county health department, if applicable, to invite them to take part in the Final
Inspection. Contractor(s)??? Following Final Inspection the Owner will be directed to
proceed in one of the three means described in paragraphs 2.4.15.1 through 2.4.15.3.1 of
the Scope of Engineering Services.

X. After NYCDEP is satisfied that the WWTP is ready for operations, the WWTP Owner
will be issued the authorization to proceed with startup and performance testing
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Submittals during the design phase

65% PUP - When the design is approximately 65% complete, the Engineer shall submit the
following documents (four copies) in draft form to EFC for EFC and NYCDEP review:
 Design drawings
 Contract documents
 Plan of Operation

Following submission of these documents, EFC will contact the Engineer to coordinate a
meeting to discuss the progress on the design. The 65% design meeting is to occur within two
weeks of submission of the above documents to EFC It is anticipated the meeting will be
attended by the WWTP Owner and their Engineer, EFC, and NYCDEP. No approvals will be
generated from the 65% review and work by the Engineer should continue while the documents
are under review by DEP/EFC.

100% PUP - This submission is to be made within four months from EFC’s authorization for the 
Owner to proceed with the PUP and should include what the Engineer believes to be an
approvable, complete and biddable set of Drawings and Contract Documents. All other
documents listed above should also be included. The documents described in IV, V, and VI
above are to be submitted in draft or outline form. All other documents submitted for the 100%
PUP should be complete and approvable. As stated previously, the final Facility Plan, including
the approved document, NYCDEP comments and Engineer comment responses, should be
submitted as a single bound document.

The NYCDEP comments on the 100% PUP may require changes that will require resubmission
to NYCDEP for further review. If further revisions are needed, the response is required within
20 days.

Regulatory Agency Comments and Revisions - Upon NYCDEP approval of the PUP,
authorization will be given to the Owner to submit the PUP to the regulatory agencies identified
by your Engineer. Once all regulatory agencies have reviewed and commented on the PUP, the
Engineer is to compile and forward the comments to EFC for EFC and NYCDEP review.
Discussions will then be initiated, as necessary, between NYCDEP, EFC, the WWTP Owner &
their Engineer, and any or all regulatory agencies to discuss and resolve any discrepancies
between the comments and requirements of various agencies.

If it is believed that a concurrent review would expedite the overall review process, NYCDEP
may request that you submit the 100% PUP to certain identified regulatory agencies prior to
NYCDEP approval. In this case, NYCDEP would direct you in writing to proceed with
submittal of the 100% PUP to the agencies as identified by NYCDEP in writing. Any plan sets
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submitted to regulatory agencies prior to NYCDEP approval should be prominently stamped, on
both the plan and the specification cover pages, with a red stamp stating:

“PRELIMINARY - NOT FINAL
NOT APPROVED BY NYCDEP”

FUP - Upon resolution of all regulatory agency comments, the Engineer shall submit four copies
of the Final Upgrade Plan to EFC through the Owner with the required transmittal letter for
NYCDEP final review & approval. Upon NYCDEP acceptance of the FUP, the Owner will be
authorized by EFC to proceed with the Bidding or Negotiating Phase.

Note: This bulletin is only intended to serve as a guide for your reference when preparing your
Proposed and Final Upgrade Plans. Please remember that your Proposed and Final Upgrade
Plans are subject to NYCDEP review and approval. Therefore, additional information and/or
submissions may be requested by NYCDEP prior to you receiving approval of your Proposed
and Final Upgrade Plans. Compliance with all terms and conditions of the Upgrade Program
Contract is required.

Please refer any questions regarding the Design Phase to:

NYS Environmental Facilities Corporation
625 Broadway
Albany, New York 12207-2997
Att: Watershed Upgrade Engineering Group
Phone: (518) 402-6924 or (800) 882-9721
Fax: (518) 486-9248


