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Pre-Construction Meeting Minutes
Meeting Minutes

This template is to be used to prepare for a Pre-Construction minutes between the subrecipient and the prime and subcontractors. 
	Item
	Notes/ Follow up

	Jobsite Communication and Authority
	

	Construction Scheduling
	

	Shop Drawings/Delivery Dates
	

	Storage/Staging/Security
	

	Project Safety/Loss Control
	

	OSHA
	

	Section 3
	

	MWBE
	

	DBRA
	

	Inspections
	

	Payment Procedures
	

	Modifications to Work
	

	Project Closeout
	

	Other Items
	



Inquiries
	Inquiry
	Who will respond 
	Date response Needed

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Disclaimer: This document is a template being offered by the PRDOH. This template is of voluntary use. Subrecipients are notified that they may need to further customize and include additional information based on their particular project to ensure they are covering all relevant compliance areas.
image1.png




