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About

The AEOR creates a Bulletin to provide design and engineering direction. A Bulletin may be created independently or
when an RFI’s Closure Status is Bulletin Required.

Process Overview

While the Bulletin process is consistent for all project types, the terms CM Firm and CM PM are specific to Requirements
projects. The CM Firm acts on behalf of the General Contractor and the CM PM is in the role of the Project Officer.

While a Bulletin may be created directly by the AEoR, a Bulletin is typically created when the Primary Responder
completes an RFl with a decision that a Bulletin is required. Then, the AEoR processes the RFI to create a Bulletin.

When the draft Bulletin is complete, the AEoR sends the Bulletin to the CM PM, and the CM PM sends the Bulletin to the
CM FIRM for review and acceptance. If the Bulletin is not accepted, the CM PM holds a meeting with all parties to
discuss the Draft Bulletin. Once accepted, the draft is sent to the AEoR to be finalized with the completed estimate.
Next, the Bulletin is reviewed by the A&E DPM and sent through an approval process based on dollar value.

e The A&E DM PIN signs all Bulletins. If less than or equal to $25,000, the Bulletin is approved.

e The A&E Director PIN signs Bulletins greater than $25,000. If less than or equal to $100,000, the Bulletin is
approved.

e The Director DCS PIN approves Bulletins greater than $100,000.

CM PM approval:
e The CM PM processes the Bulletin to initiate a NOD (See Notice of Direction)
e DCSis notified and can update the DCS Reason Code as needed.
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Workflow Diagram
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Step-by-Step Instructions

AEOR Creates a Bulletin from an RFI

1. Go to the Project Finder and click on the desired project.

E Project Finder T80019 - X181 TRAINING PROJECT #19 - SCHOOL RENOVATION
<« ALL PROJECTS MY PROJECTS RECENT PROJECTS O\
?:: R N H SCATraining > HardBid > Manhattan > District5 SELECT
Project Finder o
Number Name
B Aps .
> T80025 TRAINING PROJECT #25 School Renovation
a Calendar > T80019 X181 TRAINING PROJECT #19 - SCHOOL RENOVATION

2. Go to Apps> Click All Apps> Click RFI.

T80025 - TRAINING PROJECT #25.. /'

< Recent Q. Search
E Project Finder All Apps All Apps
. Administration IF IFA
aas  Apps 9
Cost Management E Installed Apps

ﬁ Calendar

AN
W Messages NC NCR

C32) Project Directory
LI) Getting Started

| rris

g Submittals

You last logged in today at 11:54 AM Eastern Time (US & Canada)

3. Select the desired RFI.
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4. Click Initiate Bulletin.

v CYCLE

Wl E RINIRAL

Initiate Bulletin Recall

5. Click Start Processing.
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The Bulletin app will open. Follow the steps listed below, starting with Step 4.
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AEOR Creates a New Bulletin

1. Go to the Project Finder and click on the desired project.

S

4

E Project Finder T80019 - X181 TRAINING PROJECT #19 - SCHOOL RENOVATION
G ALL PROJECTS MY PROJECTS RECENT PROJECTS Q
?:: R ) » SCATraining > HardBid > Manhattan > District5 SELECT
Project Finder o
Number Name
HEHEE | -
- T80025 TRAINING PROJECT #25 School Renovation
5 calendar > T80019 X181 TRAINING PROJECT #19 - SCHOOL RENOVATION

2. Go to Apps> Click All Apps> Click Bulletin

T80025 - TRAINING PROJECT #25 School Renovation /'

&« Recent Q. search
E Project Finder All Apps All Apps
. Administration £ Budget >
iii  Apps e
Cost Management Bu Bulletin
= -
3. Click New.

Bu Bulletin T80025 - TRAINIM

&« B [ < | NEW
Q, Default v

Project Finder

ClNumber Date Priority Subject Expense Contra
Apps

Calendar

Search

Messages

&

B

Q

P s
P

Bu Bulletin

()  cetting Started
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Bulletin Details

4. Enter the following information:
e LLW: If your project has more than one LLW, select the correct one from the dropdown menu.

e Priority (Optional): Select from the dropdown menu.
e Subject (Required): Type your Bulletin subject.

e Description (Optional): Type your Bulletin subject.

e Location (Optional): Select from the dropdown menu.

Bulletin o

MB835 - 25008 - TRAINING ONLY bt

Building 1D M835

Design Number / Package Number

LLw
Architect

Contractor

25008 - TRAINING ONLY
Adam SCA In House AE AEOR - NYC SCA

Mia External Contractor Y - YY Construction

~ DETAILS

Cl Number
Date 12/30/2022

Normal v

Bulletin Description

5. Contract Documents section (Optional). As a best practice, you should provide details for all parties to view.
6. Cost section (Required):

o Cost Effect

e Reason Code

e AEOR Reason Justification

 CONTRACT MCL-uiurse
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7. References section: Click Upload to attach all necessary backup documentation.
8. Click OK.

Add Files X

Completed
Backup Documentation.pdf v

r

v REFERENCES

_ Comments:
= = o UPLOAD | ADD KAHUA D|

[0 TYPE DESCRIPTION CONTRIBL ION SEND IS CURREN

NN

9. Click Save/Close.

v REFERENCES

- UPLOAD ADD KAHUA DOC ADD COMPOSITE

O TYPE DESCRIPTION CONTRIBUTOR DATE SIZE MARKUP?
v Supporting Document

[J Supporting Document [} Backup Documentation.pdf ~Adam SCA In House AE AEoR  12/30/2022 9:56 AM No

Save / Close v |9

10. Click Initiate Issue.

NOTE: The bulletin may have been initiated from an RFI with a Closure Status of Bulletin Required. In this case,
an Issue is already created.

v REFERENCES

[J TYPE DESCRIPTION CONTRIBUTOR DATE SIZE MARKUP?
v Supporting Document

[J supporting Document [ Backup Documentation.pdf

Initiate Issue |@
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11. Click Start Processing

|22 (5

1 Select target partition and document type:

Source Ne. 1 - Roofing
ssues
Select copies to include in references:

PDF of Inftiating document (current state) on the Destination document

PDF of Destination decument (current state) on the Initiating decument

Select references to include:

Type Description Reference Type

[ Start Processing

Issues App

After you start processing the Bulletin, the Issues app opens to create a change issue (Cl), which provides a global Cl
number for all activity related to this Bulletin. For instance, if the Bulletin results in an NOD or Change Order, those
records will all be linked to the issue.

12. Click Save/Close

[ove oo 1123

13. Click Linked Bulletin to return to Bulletin.

@ Messages v DETAILS

Bu Bulletin Cl Number Cl00003
Subject No. 1 - Roofing
Cl Status
& Issues e
Initiation Date ~ 12/30/2022
Priority Normal
(D Getting Started Location AUDITORIUM
Initiated By Adam SCA In House AE AEOR - NYC SCA

Linked Bulletin No. 1 — Roofing |
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Edit Bulletin (Optional)

You can modify the Bulletin before it has been submitted OR if it has been recalled or retuned to you.

1. Click Edit.

. Adam SCA In House AE AEoR

T80025 - TRAINING PROJECT #25 School Renovation &

B R < NEW 0 VIEW HISTORY G URL
Q  Default v C preview [0 I3 X
ClNumber Date Priority  Subject Expense Contract Building | + PROJECT INFORMATION » SECTIONS

2. Make any other changes as needed and click Save/Close.

Submit Bulletin
Navigate to the desired Bulletin if you are not already in the bulletin.

14. Click Submit.

v REFERENCES

[0 TYPE DESCRIPTION

v Supporting Document

(O Ssupporting Document [} Backup Documentation.pdf

Coom ]l

IMCM PMRTANT: DO NOT DELETE. If you need to change any information after submission, please
reach out to Helpdesk@nycsca.org
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CM PM Sends Bulletin to CM Firm

1. Open Tasks.
2. Select the desired task and review each section.
3. Review the details and click Send to CM FIRM.

MO88 Library modification 1.S. 88 /' RSy LeiascapoC
“— = aaive Y | SHARE HISTORY
- . Bulletin CI00003 Task |0 X
= View: Default ~
E Project Finder 2 o DSt
— SuBJECT View Source Record >
HH Apps
= el Adam SCA In House AE AEoR  Bulletin CI00003 CMPM/PO Approval T ¥ PROJECT INFORMATION > SECTIONS
PROJECT INFORMATI..
E Calendar Farida Ahmed RFI CI00001 - Test for PO BootCAMP or Expense Contract
DETAILS
2 Item(s)
Q,  search Building ID CONIRACT DOCUME
Design Number / Package Num cost
uw
a Hidks DATES & WORKFLOW
Architect
DPM CONCURRENCE
@ Messages Conpacor DM CONCURRENCE

AE DIRECTOR CONCU...
() Getting Started

v DETAILS DCS REASON CODER.
DIRECTOR DCS CONG.
CI Number Cl00003
COMMENTS
Date 12/30/20
Priority CANCEL REASON

biana

Return to AEoR

Send to GC

CM Firm Accepts or Returns the Bulletin
The CM Firm reviews the draft bulletin and the AEoR finalizes the bulletin OR the CM Firm returns the draft Bulletin and
the CM PM must coordinate a meeting to rectify any issues. Those steps take place outside of the CAMP platform.

CM Firm Accepts the Bulletin

1. Open Tasks

2. Select the desired task.

3. Review details of record and click Accept.

TRAINING PROJECT #25 School Renova.. ¢ ¢ LOSHRchoe
& = adtive ¥  SHARE HISTORY
= . - Bulletin Cl00003 Task @ X
E Project Finder Q= view: Default B
FROM SUBJECT View Source Record >

HHEEE ~ PROJECT INFORMATION

L q LaylaSCAPOC Bulletin CI00003 GC Approval Task on TRAINING PRO > SECTIONS
PROJECT INFORMATION

5 Calendar 1 ftem(s) Expense Contract
DETAILS

Q,  search Building ID CONTRACT DOCUMEN

Design Number / Package Num COMMENTS
Ig LW CANCEL REASON
f[eske Architect

REFERENCES

@ Messages Conttracias MEDIA

() Getting Started

v DETAILS
Cl Number Cl00003
Date 12/30/20

Priority
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Exception: CM Firm Returns the Bulletin to the CM PM

To Return, Click Tasks.
Select the desired task.
Click Return.

Enter Return Reason.
Click Continue.

vk wN e

TRAINING PROJECT #25 School Renova..  * () Miatxtemal contaciorv

&« E juive ¥  SHARE HISTORY
— ) Bulletin CI00003 Task |0 X
- . it ~
?: Project Finder Q = View: Default ®
FROM SUBJECT View Source Record >
B Aeps ;  PROJECT INFORMATION
LaylaSCAPOC Bulletin CI00003 GC Approval Tash > SECTIONS
1 tem(s) PROJECT INFORMATION
] calendar e
Return Reason

O\ Search

IQ Tasks
@ Nextaes | 5 Cancel

() Getting Started

~ DETAILS

CI Number 100003
Date 12/30/2022
Priority Normal

e

ST

CM PM Holds Meeting and Forwards Bulletin to AEoR

1. Open Tasks > Select the desired task.
2. Navigate to the References section> Click Upload and attach the Sign-In Sheet and Meeting Notes.
3. Click Meeting Completed.
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AEOR Finalizes the Bulletin Draft
Required: You must enter the Estimated Cost. Make any other changes to the Bulletin before Finalizing the Bulletin.

1. Open Tasks> Select the desired task.
2. Click Edit.

E] Tasks MO088 Library modification |.S. 88 A

&« = active ¥  SHARE
T:: Project Finder Q = View: Defauit - B
FROM SUBJECT
e
I Apps
Adam SCA In House AE AEoR  Bulletin CI00003 CMPM/PO Approval T|
a Calendar Farida Ahmed RFI C100001 - Test for PO BootCAMP or
2 Item(s)
Q,  search
O ..
@ Messages
() Getting Started

3. Click Enter Estimated Cost.
4. Enter the cost effect amount, if applicable and click Continue.

CONTRACT]
COoST
DM Bulleting Please enter Estimated Cost. X &
 AE DIRECT( BN
Estimated Cost
s ] 0 oney
RECT
IEAS!
AE Director |
AENT|
—

5. Click Finalize.
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6. A CM PM popup window will remind you to attach the Bulletin Estimate Document in the References section
of the linked Issue, which you can do at any time. Click OK.

Please make sure Bulletin Estimate Document is uploaded in

Issues app.
CANCEL it

Upload the Bulletin Estimate Document
1. With the Bulletin open, go to the Details section and click the Linked Issue.

Bu Bulletin X181 TRAINING - 0L RENOVATION
- B B < wew SEND EDIT WVIEW HISTORY = ©DURL
O Defah v O & Bulletin CI00012
T Projectrinder
Clbumber  Date Priority  Subject Expenss Contract Bullding 1D Design Number / Pack.  +, PROJECT INFORMATION
I A 00012 2172003 Normal  Face brick replcement TRO0OA - JJ Consiruction X181
Expense Contract rirg Pregoct 64 Schocl
CHO008 113072022 Mormal  Bockder found at ramp sie TEO004 - 4 Conetruction X181
Q,  sean P—
CRO00T  1IALIRE Nomal  Mumcsns damage o schoolbulding  TH0004 - U Censtuction X181 Design Numiber / Fackige Humber
(=
Architect
Contractor
Mazasgen
~ DETARS
Bu  uletin
€1 bumbor
) Getting Started Date
Priority
Sebject
Dulivtin Deserption  Hered I
Lecaten CAFETERIA
Linked FFI Fasce brick eoplacemment e
[T ass ek reptecement
" CONTIEACT DOCOMENTE

Drawieg Nusribar  DtSaction §

Dotsd urmbae 3

Spec Section &
v COST

Cont Effect ves

Estimated Cost $4.200 00

Reasen Code E-ERROR Design Enor

=1
3 Beer(a)

£ kahua

2. The Change Issue associated with the original RFl and new Bulletin will open in the Issues App. Click Edit.

Issues X181 TRAINING PROJECT #4 - SCHOOL RENOVATION & EXT-AEAEOR1
« Issues
E B onNew smn-‘onv G URL
Project Finder -
& 2 Q  Defat v C &  lssue-CI000T2 Pr
Apps O ¥ CINumber | Subject Expense Contract Building 1D Design Number / e
Initiated By Luke External Contractor D - JJ Construction
O ciooorz Face brick replacement T80004- JJ Consiruction X181 | Linked Rl Face briek replacement
Q_  search ek e
O ciooon Things not working out T80004- JJ Gonstruction X181 Linked Bulletin  Face brick replacement
@ Tasks O cioooi0 ACM Table T80004 - JJ Construction X181 o (S
O cioooo9 Drawing not clear ‘780004 - JJ Construction X181
@ Messages v
[0 ciooooe Boulder found at ramp site T80004 - JJ Construction X181
DET2
Bu  Bulletin O cioooo? d T80004 - JJ Construction X181
CHANGE TYPE COST CODE DESCRIPTION  LINE STATUS
O cioooos Leaky Roof at the cafeteria ‘780004 - JJ Construction X181
A\ issues 4] Initiate Change Order  Close Line Active
O cioooos Clarification needed for drawing A101  T80004 - JJ Construction X181
! Getting Started
o ol O cioooos Delaminated Steel ‘T80004 - JJ Construction X181
~ COMMENTS

3. Inthe References section, click Upload to attach your Cost Estimate.
4. Click Save/Close.
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~ REFERENCES

= = uPLOAD [ADD KAHUA DOG ADD COMPOSITE

O TYPE DESCRIPTION CONTRIBUTOR DATE SIZE
~ Supporting Document

O supporting Document [} Backup Documentation.pdf ~ Nicolas EXT-AE AEOR-1 ~ 3/1/2023 1:54PM  0KB

v INTEGRATION

CES Bulletin ID

4
Save / Close

DPM Reviews and Approves the Bulletin

Open Tasks > Select the desired task.
Navigate to the DPM Concurrence section
Enter your comments.

Click Approve or Decline.

PwNPE

Note: If you Decline, you must first enter your comments under the Concurrence section for your role.

) Tasks X096 TRAINING PROJECT #1- School Renovati..  /° g‘ Brittney SCA AE DPM
&« = astive ¥  SHARE HISTORY
= view Bulletin CI00021 Task (O X
=  View:
T:: Project Finder Q = 7 il
FROM SUBJECT View Source Record >
HH S Assigned Dat 11/30/2022
CELE Adam SCA In House AE AEoR  Bulletin €100021 Iz et U > SECTIONS
Status. Draft
PROJECT INFORMATIL...
a Calendar Adam SCA In House AE AEoR  Bulletin CI00012 £ Submission Date 11/21/2022
Draft Acceptance Date  11/30/2022 DETAILS
Adam SCA In House AE AEcR  Bulletin CI00008 £ -
Q Search Finalize Date 11/30/2022 O T DOCUNIE
Adam SCA In House AE AER  Bulletin CI00003 £ DESIBEHIS ey cost
DPM Review Date
o Tasks Adam SCA In House AE AEoR  Bulletin CI00007 £ DM Approver DATES & WORKFLOW
@ SCA Approver
Messages DM CONCURRENCE

SCA Approval Date
AEDIRECTOR CONCU...

[0} Getting Started

~ DPM CONCURRENCE DCS REASON CODER...
B DIRECTOR DCS CONC
COMMENTS
| DPM Bulletin Comments |
CANCEL REASON

e | e ]

DM > AE Director> DCS Director Approve Bulletin

Once the AE submits the Bulletin for approval it moves through the approval process sequentially based on dollar value:
e SCA DM reviews all Bulletins and approves when less than or equal to $25K
e AE Director PIN signs the Bulletin when greater than $25K up to $100K.
e DCS Director approves Bulletins greater than $100K

Once the Bulletin is approved by all parties, the CM PM can initiate the NOD. See the CAMP Mentor NOD User Guide for
further instructions.
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