
Owner’s Representative 
SCOPE OF SERVICES



H E L P I N G  C L I E N T S  R E A L I Z E  T H E I R  V I S I O N

DeMaria’s steady growth has enabled the construction of more sophisticated buildings through various 
methods and services. As your Owners Representative, our experienced team will utilize our industry 
knowledge, focused on your best interest, as we manage the project team and deliver your vision for 
this project. Our scope of services includes, but is not limited to:

SITE ACQUISITION
Our team will assist with the site acquisition in any way deemed necessary by the Owner. We will view 
alternate properties and work with the owner’s leadership to determine the appropriate offer price 
and bidding strategy. Utilizing our industry knowledge and building savvy, we can participate in the 
negotiation process and provide valuable analysis of the site to the Owner. 

PRE-CONSTRUCTION PHASE 
SERVICES
Diving in with a detailed understanding will allow 
our team to effectively act entirely as the Owner’s 
agent through all phases of the project. Our team 
will review all information relevant to the project; 
grasping every detail allows us to manage the 
project with a full understanding of what is needed to 
deliver a successful project.

Establishing and Documenting Project 
Requirements:

•	 Lead the development and documentation of 
the project requirements (e.g. key milestones 
schedule and project strategy, site logistics 
requirements, quality standards, first cost vs. 
operating cost priorities, and a target budget) 
to ensure the entire team has complete 
understanding of the Owner’s short and long-
term objectives.

Managing the Design and Construction Teams: 
•	 Review design documents during development 

for constructability, coordination, completeness 
and value. 

•	 Provide comprehensive cost estimating and 
make recommendations/value engineering 
suggestions to assist the design team with 
maintaining the project budget, as necessary. 
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•	 Analyze the project requirements and develop preliminary site logistics and phasing plans.

•	 Develop Request for Proposals for General Contractor and any additional consultants that may 
be needed for the project. Provide a complete analysis of proposing contractors/consultants RFP 
responses.  

•	 Assist with the award of contract and negotiation of appropriate terms in the agreement with the 
selected qualified teams.

•	 Assist the General Contractor with developing the qualification criteria and recommending 
subcontractors to bid and assist with the subcontractor RFP Process. 

Project Management and Controls: 
•	 Establish and implement the appropriate financial and administrative controls.

•	 Monitor the design process, ensure the incorporation of all program requirements, and assist in 
sharing of information with any consultants. 

•	 Assist Owner’s local counsel and all consultants.

•	 Attend meetings with public agencies and assist in obtaining permits, approvals, and other 
authorizations necessary for the development, construction and operation of the project.

•	 Work with General Contractor to prepare a project schedule, incorporating pre-construction and 
proposed construction activities and the coordination with the Owner’s ongoing operations.  

•	 Provide day-to-day interface with General Contractor and Owner’s operational personnel to plan 
work and safety of operating facility.

•	 Monitor the regular updates to the schedule based on impacts due to design changes, field 
condition, and other related impacts.

•	 Assist the architect with contractor questions and maintain an RFI log.

C O M M I T T E D  T O 
E X C E E D I N G  YO U R 

E X P E C TAT I O N S



H E L P I N G  C L I E N T S  R E A L I Z E  T H E I R  V I S I O N

Project Budget: 
•	 Prepare a Master Project Budget including consultants, 

construction, FFE, Information Technology, Security and other 
related costs and contingencies.

•	 Modify and update the estimate at the conclusion of each phase 
of design.

•	 Monitor and advise the owner of variances and available means 
to mitigate variances. Advise on options with differing impacts or 
consequences.

•	 Work with Project Team to generate a cash flow forecast for the 
project and update the same on a regular basis.

CONSTRUCTION PHASE SERVICES
Once construction has started, we will act on behalf of the Owner 
for all construction matters, except as otherwise directed by the 
Owner. Our detailed participation through the pre-construction phase 
allows our team to coordinate with the General Contractor regarding 
the operations, activities, and responsibilities of the Owner and 
project team. With our knowledge of all project requirements and all 
details of the project, our team will have the authority to achieve the 
necessary objectives in this phase.  

Project Management and Controls: 
•	 Schedule and conduct Project Meetings at which Owner, 

GC, Project Team discuss procedures, progress, problems 
scheduling, phasing, and coordination with ongoing operations 
and other issues relevant to the successful completion of the 
work.

•	 Provide, or cause to be provided, a detailed schedule for the 
operations of GC on the project, including realistic activity 
sequences and durations, allocation of labor and materials, 
processing of shop drawings and samples, and delivery of 
products requiring long lead time procurement.

•	 Regularly monitor the schedule and safety as construction 
progresses. Identify and report on potential variances between 
scheduled and probable completion dates. Recommend to 
Owner and GC adjustments in the schedule to meet their 
required completion date.

•	 Recommend courses of action to Owner when requirements of 
any contracts are not being fulfilled.                                                                                                    

•	 Coordinate the periodic inspection by the architect and other 
necessary consultants on the work of the contractors.

•	 Consult with and assist the architect regarding any questions 



from the contractor on the meaning and intent of the drawings and specifications.

•	 Collaborate with the architect to establish and implement procedures for tracking and expediting the 
processing and approval of shop drawings and samples.

•	 Record the progress of the project and provide detailed report to the Owner. 

•	 Receive contractor shop drawings, product data and samples, and maintain a log. Monitor Architect/
Engineer for timely responses.

•	 Cause GC to maintain at the project site, on a current basis: records of all contracts; shop drawings; 
samples; purchases; materials; equipment; applicable handbooks; federal, commercial and 
technical standards and specifications; maintenance and operating manuals and revisions which 
arise out of the construction documents or the work.

Cost Tracking & Reporting: 
•	 Manage the Project Budget and monitor the GC’s Anticipated Cost Report ensuring that all project 

related costs are tracked in a timely/accurate manner and reported in regular updates.

•	 Regularly monitor the anticipated final cost, showing actual costs for activities in progress and 
estimates for uncompleted tasks. Identify variances in the budget or estimated costs. Advise Owner 
when project costs are anticipated to exceed budget or estimates. 

•	 Meet with the Owner to provide executive level updates regarding project status.

•	 Revise and refine the anticipated final construction cost, incorporating pending and approved 
changes, and potential exposures as they occur, and update/develop cash flow reports and 
forecasts as needed.

•	 Arrange for the maintenance of cost accounting records on authorized work performed under unit 
costs, actual costs for labor and materials, or other bases requiring accounting records.

•	 Maintain a daily construction log.

F O C U S E D  O N 
D E L I V E R I N G 
YO U R  V I S I O N



H E L P I N G  C L I E N T S  R E A L I Z E  T H E I R  V I S I O N

•	 Develop, implement, and manage a system for review and 
processing of change orders.

•	 Recommend necessary or desirable changes to Owner 
and the architect, review requests for changes, develop a 
recommendation, and assist in negotiating change orders. 

•	 Develop, implement, and manage a procedure for the 
review and processing of applications by contractors 
for progress and final payments. Confirm all relevant 
attachments including certified payroll reports; affirmative 
action reports, etc. are included. Make recommendations for 
certification to Owner for payment.

PROJECT CLOSEOUT
Substantial Completion:

•	 Once substantial completion is achieved, we will direct the 
architect’s preparation of a punch list including incomplete, 
unsatisfactory, or non-conforming items that require 
completion/remedy prior to certification of substantial 
completion. 

•	 Following the architect’s certification of substantial 
completion, we will facilitate and monitor the contractor’s 
completion of and the architect’s review and approval of all 
punch list work.

•	 Coordinate with Owner’s maintenance personnel and 
monitor the inspection of utilities, operating systems, and 
equipment for readiness. Assist in initial start-up, testing, 
and facilitate any required training of Owner’s maintenance 
personnel.

•	 Oversee the commissioning matrix and manual.

Final Completion:
•	 Coordinate the architect’s determination of final completion 

and notify Owner and architect that the project is ready for 
final inspection.  

•	 Secure and transmit to the Owner and/or architect required 
guarantees, affidavits, releases, bonds and waivers.

•	 Turn over all keys, manuals, record drawings, and 
maintenance stocks to Owner. Assist Owner’s expediting 
consultant and other related vendors/contractors in 
obtaining temporary certificates of occupancy and 
permanent certificates of occupancy. File all notices of 
completion, coordinate final payment, and secure final 
conditional lien releases and any other activities which may 
be required to occupy the project.


