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Topics

- Two types of Shutdown Requests:
- Airside Shutdown Requests

- System Shutdown Requests

- What is required from the Contractor to the DIA PM Team? 

- What is the required processing time for a shutdown request 

approval?
2



What are you shutting down?

- Airside Shutdown Requests:  
This could include, but is not limited to work associated with Gates, 

Runways, Taxiways, Airfield Roadways, Apron Pavement, Airside 

Underground Utilities, Taxiway Lighting, Deicing Systems, etc.
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What are you shutting down?

- System Shutdown Requests:
Any work performed on an existing operating mechanical or 

electrical system such as but not limited to: 

1. Plumbing,

2. Cathodic protection, 

3. HVAC, 

4. Fire Alarm and Detection, Fire Protection, 

5. Lighting, Communications, Data, Security Systems,

6. Elevators and Escalators, Baggage Handling System,

7. Passenger Loading Bridge Systems, and

8. Roadways – Landside. 4



Airfield Shut Down Request Required 
Information
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System Shutdown Request Required 
Information
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System Shutdown Request Required 
Information
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System Shutdown Request Required 
Information – Roadways Landside
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Shutdown Request in SharePoint 

9



Required Approval Time for Shut Down 
Requests

- Approval Time Starts in SharePoint.

- The completed shutdown request must be received by 

the required reviewers no later than five (5) working 

days, (Monday - Friday) prior to the requested shutdown 

time. Unless it is an emergency, any shutdown request 

submitted without the five (5) day requirement will be 

rejected by the Project Manager and/or the required 

reviewers.

- Please allow your DIA PM Team enough time to 

review and enter into SharePoint in addition to the 5 

working days needed for approval. 10
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Overview

- Process – Work Flow

- Deliverables

- DIA Review - Review Team

- DIA Review - Content

- PM Consolidation

- Consultant Response 1-3

- Comment Resolution

- Wrap-up
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Process – Work Flow
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- Project Management Guidelines, Chapter 11: Design Activity



Deliverables

- Required Files:

- Revit Model

- Navisworks Model

- Adobe PDF Plans

- Specifications

- Design Analysis Report (if applicable)

- Design Quality Control Checklist, Form PS-23

- Review the Design Standards Manuals for document 

requirements.

- Submit to DIA Project Manager 15



DIA Review – Review Team

- Review Team:

- Organized by PM 

- Includes stakeholders and Subject Matter Experts (SME). 

- May include groups or agencies outside AIM (i.e.: DIA 

Environmental, Fire Department, etc.)

- Review Time: 10 Business Days
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DIA Review - Content 

- Design Quality Assurance Checklist, Form PS-43

- Review for conformance with Design Standards Manuals. 
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PM Consolidation

- PM Responsibilities:

- Review and consolidate Review Team comments

- Resolve any comment conflicts

- Return to consultant

- Review Time: 5 Business Days
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Consultant Response 1 – Adobe PDF
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Consultant Response 2 – Comment Reply
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Consultant Response 3 – Tools
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Comment Resolution
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- Communication!

- Contact the commenter for clarification.

- Document resolution of any conversations in comment 

response. 

- Respond to EVERY comment!

- Return responses with the next design submission.



Wrap-up

- Key Contacts:

- BIM Manager: Brendan Dillon

- brendan.dillon@flydenver.com / 303.342.2676  

- Questions?
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PMG – Section 12.3 Submittals

- General Submittals vs. Technical Submittals

- Division 01 – Technical Specifications, Section 013300

- 14 day review by DIA

- Review Status: 
- Accepted

- Accepted as Noted

- Revise and Resubmit

- Rejected

- For Information Only

- Work performed w/o an Accepted submittal is at Contractor’s own risk 
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PMG Section 12.21 Request for Information

- Contractor must propose a solution to the issue

- Indicate on RFI form any cost or schedule impacts 

- DIA will respond to RFI within 5 days

- DIA response:
- acceptance of proposed solution

- an alternate proposed solution 

- the RFI has been forwarded to the DOR or other entity

- RFI can result in a Change to the Contract but does not 

authorize the work to be performed at that time
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Draft Submittal

- Submit to your Project Manager your Draft Pay Application in 

the form of a Submittal on a CM 30.

- Included within the Submittal are the following items:

- CM 18 or 18A – Appears very much like a Industry 

standard AIA form with DIA’s modifications

- CM 19 – Contractor’s Certification of Payment

- CM 26 - Subcontractor Partial Lien Releases

- CM 89 or 91 - Schedule of Values (CM 89 is for Lump 

Sum Contracts & CM 91 is for Unit Price Contracts)

- Current Schedule & Narrative

- This process takes approximately 3-5 calendar days. 35



When Draft Submittal is Approved….

– Once a Draft Pay Application Submittal is approved, it will 

be sent back to you with the Action Code of “A” or “F”.

– You may then submit all documentation to: 

ContractAdminInvoices@flydenver.com
– Note:  Please make sure that you have also submitted all 

your Certified Payroll to LP Tracker, as well.
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Once it is Submitted to the Portal…

– Business Management Services date stamps it and re-verifies the all 

documentation is included, values are correct, and Contractor’s signature is 

on the CM 18/18A.

– BMS then notifies the Project Manager to sign and attach the Budget Memo 

with the Pay Application telling Finance how the values are to be coded and 

verify funds.

– The Project Manager signs and routes to the Supervisor and Director for 

additional signatures.

– Once all the signatures are in place, the PM/CA bundles the Pay Application 

and Budget Memo into a Portfolio and sends back to BMS to process.  

– This process takes 2-3 calendar days.
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Once BMS sends the Pay Application on for 
Payment…

– It goes to Finance to be entered into PeopleSoft to be routed Downtown.

– Prevailing Wage checks to make sure the Contractor and his Subcontractors 

Certified Payroll has been entered into LP Tracker and there is nothing 

missing or incorrect.

– If there is a problem with Payroll, Prevailing Wage will notify the 

Contractor/Subcontractor to correct.  The clock stops if there is a 

Prevailing Wage issue.

– Once cleared with Prevailing Wage, the Pay Application is sent to the 

Auditor for review and Payment.

– This process takes 3-5 calendar days.
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Once the City Auditor receives the Pay Application…

– The Auditor reviews for correct documentation, enters it into the 

payment system, cuts checks, signs and electronically distributes 

funding to the Contractor.

– This process takes approximately 10 Calendar days.

– Total time for processing Pay Applications should take 20-

30 calendar days total.

– Future state will be all Pay Applications will be processed 

through Textura in which this time will be cut in half!     
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