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GENERAL:

· Introduction of Attendees.
· Summary of General Contractor’s Schedule of Work for the first two weeks after the Start Date.
· Immediate project concerns and resolutions.


1.	Jobsite Communication and Authority - (General Requirements – Section XXXX Summary of Work, Section XXXX Project Management and Coordination, and Section XXXX Project Meetings)

1.1 [bookmark: _Hlk87368625]  Project Organization (Section XXXX, Summary of Work)
1.2   Formal Correspondence (Section XXXX)
1.3   Look at how the Work Affects Others (Section XXXX Work Under Other Contracts)
1.4   Informal Communication (email address and file storage – Include specifics here)
1.5   Coordination (Section XXXX Project Management and Coordination)
1.6   Project Meetings Types (Section XXXX Project Meetings)
1.7   Paperwork Posting Requirements
1.8   Post necessary paperwork (EEO information, prevailing wage rates, Worker’s Compensation  
  Certificate, Building permit, etc.) in trailer or other easily accessible location.
1.9   Trailer space availability
1.10   Visitors to site
1.11   Sexual Harassment-Contractors should caution their people about proper conduct on the      
campus. Any poor reports, which can be substantiated, will result in removal of person(s) from  
project




2.	Construction Scheduling - (General Requirements – Section XXXX Summary of Work and Section XXXX CPM Schedules)

2.1 The Preliminary Schedule (Section XXXX CPM Schedules)
2.2 The Baseline Schedule (Section XXXX CPM Schedules)
2.3 Scheduling Updates (Section XXXX CPM Schedules)
2.4 Two Week Look Ahead Schedule (Section XXXX CPM Schedules)
2.5 Schedule Revisions (Section XXXX CPM Schedules, Section XXXX)
2.6 Recovery Schedules (Section XXXX CPM Schedules)
2.7 Work Sequence (Phases) (Section XXXX Summary of Work)
2.8 Traffic Control Plan and procedures
2.9 Deliveries
2.10 Utilities or Service Interruptions 


3.	Shop Drawings/Delivery Dates - (General Conditions - Materials: Standards) and (General Requirements – Section XXXX Summary of Work, Section XXXX Substitution Procedures, and Section XXXX Submittals)


3.1 Calendar Days (Section XXXX Summary of Work)
3.2 Equals & Substitutions (General Conditions - Section XXXX Materials: Standards) and (Section XXXX Substitution Procedures)
3.3 Shop Drawings/Spec Data/Catalog Cuts/Samples (Section XXXX Submittals) Submittal Process (Section XXXX  Submittals)
3.4 As-Builts
Each contractor shall keep an accurate record of all deviations from contract drawings and specifications for submission to the subrecipient for the project.  All instructions for equipment and maintenance manuals (O & M’s) shall be delivered prior to the end of the contract or project whichever comes first.


4.	Storage/Staging/Security - (Section XXXX General Requirements)

4.1 On-Site Storage and Staging, etc. (Section XXXX Temporary Facilities and Controls and Section XXXX Product Requirements)
4.2 Off-Site Storage 
4.3 Security, Fences, & Etc. (Section XXXX Temporary Facilities and Controls)
4.4 Cleanup and Trash Removal Project must be cleaned each day

5.	Project Safety/Loss Control - (General Conditions - Protection of the Work, Persons and Property)

5.1 How Will Safety Be Managed 
5.2 Identification of Safety Risks 
5.3 Determine Special Safety Procedures 
5.4 Drug & Alcohol Program 


6.	OSHA - (General Conditions - Protection of the Work, Persons and Property)

6.1 Orientation 
6.2 Hazard Communication 
6.3 Emergencies 
6.4 Jobsite posters and posting
6.5 Sample Contractor Safety Program 
6.6 Project Safety Plan 
6.7 Sample Forms 
6.8 Nonsmoking vs. Smoking Policy
All project sites are smoke-free.  Smoking will not be permitted in any indoor area (mechanical rooms included) or on rooftops.  Contractors should refer to the Safety OSH Policy guide for more information.



7.	Section 3 

7.1 Time and Entry Systems
7.2 Goals
7.3 Reporting
7.4 Documentation of Efforts

8.	M/WBE 

8.1 Subcontracting opportunities
8.2 Certification evidence
8.3 Referrals to entities who certify
8.4 Goals
8.5 Reporting
8.6 Documentation of Efforts

9.	DBRA 

9.1 Review of Federal Wage Determination
9.2 Jobsite posters Time and Entry Systems
9.3 Certified Payroll Reviews
9.4 Onsite Interviews
9.5 Audits
9.6 DOL Investigations
9.7 Recordkeeping



10.	Inspections - (General Conditions - Inspections and Tests) and (General Requirements - Section XXXX Quality Control) 

10.1 Establish Guidelines 
10.2 Scheduling
10.3 Documentation 


11.	Payment Procedures - (General Conditions - Schedule of Values: Application for Payment, Partial Payments, and Final Payment) and (General Requirements - Section XXXX Progress Payment Procedures and Section XXXX Closeout Procedures)

11.1.	Schedule of Values (General Conditions - Schedule of Values: Application for Payment) and (Section XXXX -Progress Payment Procedures) 
11.2	Execution of Contract/Retainage (General Conditions – Section XXXX Partial Payments)
11.3	Applications for Payment (General Conditions - Schedule of Values: Application for Payment, and Partial Payments) and (Section XXXX Progress Payment Procedures)
11.4	Final Payment (General Conditions - Final Payment) and (Section XXXX Progress Payment Procedures and Section XXXX Closeout Procedures)


12.	Modifications to Work - (General Conditions - Section XXXX Compensation for Changes in the Work) and (Section XXXX Modification Procedures)

12.1.	Review of Modification Procedures (General Conditions - Compensation for Changes in the Work) and (Section XXXX Contract Modification Procedures)

12.1.1.	Minor Changes to the Work (Supplemental Instructions)
12.1.2.	Requests for Information
12.1.3.	RFI Responses
12.1.4.	Change Order Proposal 
12.1.5.	Change Order Proposal Worksheets
12.1.6.	Construction Change Directive
12.1.7.	Change Orders 

12.2.	Timing of Pricing and Authorization of Changes (General Conditions - Compensation for Changes in the Work) and (Section XXXX Contract Modification Procedures)
12.3.	Documentation and Request (General Conditions - Compensation for Changes in the Work) and (Section XXXX Contract Modification Procedures)
12.4.	Time Impact of Changes to Original Baseline Schedule to Demonstrate any Acceleration or Delays (General Conditions Section XXXX Modification Procedures)
12.5.	Pre-Establish Overhead & Profit Percentages (General Conditions - Compensation for Changes in the Work) and (Section XXXX Contract Modification Procedures)
12.6.	Format for presenting back-ups (General Conditions - Compensation for Changes in the Work) and (Section XXXX Contract Modification Procedures)
12.7.	Required Flow of Communications to Field When Authorization is Given (Section XXXX Contract Modification Procedures)
12.8.	Pre-Establish Process for Back Charges 


13.	Project Closeout - (General Conditions - Guarantees and Warranties, Schedule of Values: Application for Payment, Partial Payments, and Final Payment) and (General Requirements - Section XXXX  Summary of Work, Section XXXX  Progress Payment Procedures, Section XXXX Starting and Adjusting, Section XXXX Closeout Procedures, Section XXXX Operation and Maintenance Data, and Section XXXX Warranties & Bonds)

13.1.	Substantial Completion (General Conditions - Schedule of Values: Application for Payment and Partial Payments) and (Section XXXX Progress Payment Procedures)
13.2.	Final Completion (General Conditions - Schedule of Values: Application for Payment and Final Payment) and (Section XXXX Summary of Work and Section XXXX Progress Payment Procedures)
13.3.	Final Contract and Change Orders
13.4.	Documentation
13.5.	Occupancy Permits
13.6.	Commissioning (Section XXXX Starting and Adjusting)
13.7.	Operating & Maintenance Data (Section XXXX Operation and Maintenance Data)
13.8.	Warranty Issues (General Conditions - Guarantees and Warranties) and (Section XXXX Warranties & Bonds)


END
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