SECTION 01200

PROJECT MEETINGS

1.1 DESCRIPTION

A. Engineer shall schedule and administer design team and preconstruction conferences and progress meetings throughout the progress of the Work.  Any specially called meetings during the progress of the Work shall be scheduled and administered by the party requesting such meetings

1. Requirements of meeting administrator

a. Prepare meeting agenda

b. Notify all required meeting attendees of each meeting a minimum of four days in advance of meeting date.  Contractor to notify subcontractors and suppliers

c. Make physical arrangements for meetings

1) Preconstruction conference to be held at office of Engineer

2) Progress meetings to be held at locations to be announced

d. Preside at meeting

e. Record the minutes; include all significant proceedings and decisions

f. Reproduce and distribute copies of minutes within five days after each meeting

1) To all participants in the meetings

B. Responsibilities of meeting attendees

1. Thoroughly review minutes of meeting

2. Promptly notify preparer of minutes, in writing, of any errors, omissions, etc.

C. Representatives of contractors, subcontractors and suppliers attending the meetings shall be qualified and authorized to act on behalf of the entity each represents

D. Engineer may require specially called meetings to ascertain that Work is expedited consistent with Contract Documents and construction schedules

E. Additional Requirements Specified Elsewhere

1. Section 01010:  Summary of Work

2. Section 01210:  Preconstruction Services

3. Section 01310:  Construction Schedules

4. Section 01340:  Shop Drawings, Product Data, and Samples

5. Section 01700:  Contract Closeout

1.2 PRECONSTRUCTION CONFERENCE

A. Shall be scheduled within 10 days after EFFECTIVE DATE OF AGREEMENT

B. Location: To be announced

C. Attendance

1. Owner's representative

2. Engineer

3. Resident Project Representative

4. Contractor's superintendent and project manager

5. Major subcontractors

6. Representatives of public utilities

7. Others as appropriate

D. Minimum Agenda Requirements

1. Distribution and discussion of

a. List of subcontractors and suppliers

b. Projected construction schedules

2. Critical work sequencing

3. Major material deliveries and priorities

4. Project coordination:  Designation of responsible personnel

5. Procedures and processing of

a. Field decisions and orders

b. Proposal requests

c. Submittals

d. Change Orders

e. Applications for Payment

6. Adequacy of distribution of Contract Documents

7. Procedures for maintaining project record documents

8. Construction facilities, controls and construction aids

9. Temporary utilities

10. ADVANCE \L 5.30  Housekeeping procedures

11. ADVANCE \L 5.30  Responsibilities of the Owner

12. ADVANCE \L 5.30  Responsibilities of the Engineer

13. ADVANCE \L 5.30  Responsibilities of the Contractor

14.  Other utility concerns/accommodations

1.3 PROGRESS MEETINGS

A. Hold meetings as necessary throughout the progress of the Work

B. Location of meetings:  to be announced

END OF SECTION
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