
Division 1 General Requirements

Project Meetings
Section 01200

THIS SECTION MUST BE EDITED BY THE PROJECT MANAGER TO MEET SPECIFIC PROJECT NEEDS.  Delete this and all other instruction boxes prior to final printing.
PART 1 - GENERAL

1.1
RELATED DOCUMENTS

Documents related to this section will include the construction drawings and general provisions of the Contract, including the General Conditions, Section 00700, Supplemental General Conditions, Section 00810, and other Division 1 requirements.

1.2 
SUMMARY

A.  
This section describes the preconstruction conference and other Project related meetings which may be held on a routine schedule throughout the duration of the Project.

B.  
The CONTRACTOR, or his authorized representative(s), shall attend all Project related meetings as indicated herein.  The Contractor's representatives, as a minimum, shall include his Project Manager and Superintendent.  Other Contractor's representatives may attend Project related meetings; however, there shall be a maximum of four (4) CONTRACTOR’s representatives at any one meeting unless the Engineer/Architect approves a larger number.

C.  
The Contractor shall provide all pertinent reports, copies of reports, etc., for each meeting as may be required by this or other sections of the Contract.

1.3  
PARTNERING WORKSHOP

Project Managers must edit this section to define which SubContractors, if any, should be included in the Partnering Workshop.  The Project Manager should consider using Section 01100, Special Project Procedures, to discuss in detail the Partnering Program for projects which have a high construction cost or where the schedule is a dictating factor.

A. To complete this work most beneficially for all parties, the Owner desires to form a Partnering Team among the Owner, Engineer/Architect, Contractor, and Subcontractor(s).  This relationship will draw on the strength of all parties to identify and achieve mutual goals.  The objectives are effective and efficient contract performance, intended to achieve completion within budget, on schedule, and in accordance with the drawings and specifications.

B. The Owner will schedule a Partnering Workshop independent of or in conjunction with the Preconstruction Conference, to facilitate the project objectives.  The partnering relationship will be multilateral in makeup and participation will be totally voluntary. 

1.4  
PRECONSTRUCTION CONFERENCE

A.  
Attendees


A preconstruction conference shall be held as soon after the award and execution of the Contract as possible and before any Work at the site is started.  The conference will be held at a location selected by the Owner’s Project Manager.  The Owner’s Project Manager shall prepare and distribute the meeting agenda, preside over the conference, and may distribute meeting minutes. The conference shall be attended by:

1. Contractor's Project Manager.

2. Contractor's Superintendent.

3. Any Subcontractors' and/or Suppliers' representatives whom the Contractor may desire to invite or whom the Engineer/Architect or Owner may request to attend.

4. Engineer/ARCHITECT's representative.

5. OWNER’s Project Manager.

6. OWNER’s REPRESENTATIVE

7. OWNER’s Sponsor Department Representative.

8. Representative from the City of Austin, Transportation Department if a traffic management plan is required. 

9. Representative from the City of Austin, Watershed Protection and Development Review Department, Environmental Inspection Division, if site erosion / sedimentation controls are required.

10. Representative from the City of Austin, Transportation Department if utility coordination has occurred through the Austin Utility Location and Coordination Committee. 

11. Representative from the City of Austin, Contract Management Department, Contract Administration Division, to discuss wage.

12. Representative from the City of Austin, Small and Minority Business Resources Department to discuss M/WBE compliance. 

B.  
Meeting topics



The topics to be discussed may include, but will not be limited to, the following items:

1. Introduction of persons attending the meeting.

2. General project description, including length of contract and liquidated damages.

3. Key personnel associated with the construction (may include, but is not limited to the following):

· CONTRACTOR’s Project Manager

· CONTRACTOR’s Superintendent

· OWNER’s Project Manager

· ENGINEER/ARCHITECT’s representative

· OWNER’s Sponsor Department Representative.

· Representatives of the various utilities.

4. Lines of communication and chains of command.

5. Wage and personnel records and reporting requirements.

6. Subcontractors and suppliers.

7. Submittal review and approval procedure.  Submittals may include, but are not limited to the following:

· Letter stating the name and qualifications of the CONTRACTOR’s Superintendent

· Letter(s) from the Subcontractor(s) listing their salaried specialists

· If applicable, a letter designating the Registered Professional Land Surveyor

· If applicable, a letter designating the Safety Representative (for general project safety) and the “Competent Person” for excavation safety

· Excavation Safety Systems Plan

· Schedule of Values

· Schedule for submittals

· Shop drawings

· Construction schedule (The schedule shall indicate the phases of work in which subcontractors will be participating.  Subcontractors shall be indicated by name.)

· Payroll reports

· Substitution of subcontractors

· Non-use of asbestos materials affidavit
· Appropriate safety training certificates for workers that will initially be on site

· Documentation for all workers initially on site who are governed by a prevailing wage classification as described in Section 00830. 
· Construction Equipment Emissions Reduction Plan
8. Job and traffic safety.

9. Permits.

10. Utility coordination report.

11. Notification of property owners and other affected by the project

12. Job meetings.

13. Use of the site for construction, storage, staging, etc., and interrelationship with other contracts.

14. Equal opportunity requirements.

15. Laboratory testing of material requirements.

16. Inventory of materials stored on site provisions.

17. Progress estimate and payment procedure.

18. Posting of signs.

19. Project safety. 

20. Prompt payment procedure.

21. Review of contract - addenda, supplementary general conditions, special provisions, special specifications, and other unique project items.

22. Other

1.5  
JOB MEETINGS
Project Managers may edit the following paragraph if they wish to change (1) who may request a meeting; or (2) who is responsible for preparing meeting minutes.

A.  
General


Job meetings shall be held as deemed necessary by the Engineer/Architect or Owner or as requested by the Contractor throughout the duration of the Project.  The meetings shall be held at a location selected by or approved by the Owner’s Representative.  The OWNER's REPRESENTATIVE or CONTRACTOR, as agreed to,  shall preside over the meeting and  issue meeting minutes. 

B.  
Attendees


Job meetings will be attended by the following:

1. Contractor's Project Manager, when requested to attend.

2. Contractor's Construction Superintendent.

3. Any subcontractors' and/or suppliers' representatives whom the Contractor may desire to invite or whom the Engineer/Architect or Owner requests to attend.

4. OWNER’s REPRESENTATIVE

5. Engineer/ARCHITECT's representative(s), if needed or required.

6. OWNER’s PROJECT MANAGER, if needed or required

7. Owner’s Sponsor Department representative(s), if needed or required.

C.  
Meeting topics



The topics will include, but not necessarily be limited to, the following subjects:

1. Review of previous meetings' notes and update of pertinent information and Project status.

2. Identification and discussion of new job related construction problems.  Such discussion will be toward resolving identified problems.

3. Review work accomplished to date and establish proposed construction activities for the upcoming week(s).

4. Discuss the status of or need for change orders.

5. Check of required bonds and insurance certificates (including Workers’ Compensation Insurance verification for CONTRACTOR’s, Subcontractor’s, and Sub-Subcontractor’s employees as stated in Section 00700, General Conditions, 5.2 Workers’ Compensation).

6. Status of pay requests.

7. Work in progress.

8. Review and update construction schedule including three week look ahead.

9. Review of submittals schedule and status of submittals.
10. Status of SMBR Compliance Plan.

11. Status of Safety Training certificates for all new workers on project.

12. Other.

1.6

OTHER MEETINGS

Other meetings shall be held from time to time as may be requested by the Contractor, the Engineer/Architect, or the Owner.  The time and place of the meetings shall be as mutually agreed upon.  The attendance at the meetings shall be as requested by the party requesting the meeting.

End
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