University of Northern IowaPRIVATE 

Preconstruction Meeting Minutes
Date:

Project:

CONSTRUCTOR:

DESIGN PROFESSIONAL:

OWNERS REPRESENTATIVE(S):

Discussion Items:

 1.
Introductions:  CONSTRUCTOR, Sub-Contractors, DESIGN PROFESSIONAL, OWNER, Others.  This includes designation of responsible personnel throughout the duration of the contract.

 2.
Status of Contract Documents

a.
Notice of Award


b.
Form of Agreement – The contract time starts on             and the project must be substantially complete by                       and accepted by ___________.

c.
Insurance Certificates – must be in prior to start of work.

d. Other Related Items

e. Construction Set Documents – (DESIGN PROFESSIONAL to provide ____ sets to CONSTRUCTOR and 4 to OWNER).  Additional sets of bid documents available to CONSTRUCTOR while supply lasts.  Additional construction sets available for $          /set.

 3.
Sub-Contractors

a.
Review Sub-Contractor List (Submittal required within 48 hours of the receipt of the Notice of Award on UNI standard form).  This list will be used to issue tax exemption certificates.

 4.
List of Key Personnel – CONSTRUCTOR to submit within 7 days of award.


a.
Project Manager - resume


b.
Project Superintendent - resume

c.
Other Key Personnel


d.
Telephone Numbers; On-site, Office, Emergency/After Hours


e.
Communication is essential to keeping the project moving, the CONSTRUCTOR, DESIGN PROFESSIONAL and OWNER need to be aware of all decisions and changes.


e.
All projects will be managed with an internet based project management system (Submittal Exchange).  All changes, correspondence and submittals are maintained on this system.  Training can be arranged through the CPM.

 5.
Construction Schedule 

a.
A preliminary schedule must be submitted prior to the preconstruction meeting.

b.       Detailed schedule and submittal schedule must be submitted prior to 

first application for payment.
c.       Start/Commence Date – Date of Notice of Award.


d.
Discussion of Schedule – refer to Section 01 30 00 and Institution Requirements for items required in schedule.  CPM schedule is required for projects more than $1,000,000.

e.
Substantial Completion date is ________________.

f.
(Liquidated Damages, if appropriate)
 6.
Construction Progress Meetings 

a.
Meetings shall be minimum of once every two weeks.  Once a week if schedule/circumstances deem necessary.


b.
Set day of week, time, location and frequency.


c.
Meetings shall be run by CONSTRUCTOR.


d.
CONSTRUCTOR shall provide copies of previous meeting minutes, submittal logs, RFI log, SI log, PR/IDC log, a meeting agenda and a short term (4 weeks) schedule for all attendees.

e.
Minutes taken and distributed by DESIGN PROFESSIONAL.

f. The CONSTRUCTOR shall schedule meetings with his subcontractors and suppliers as needed for proper coordination of the project.  The CPM and DESIGN PROFESSIONAL shall be informed of these meetings and may attend if they feel it necessary.

g. Pre-installation meetings shall be scheduled as required by the technical specifications.  Coordinate with regular progress meetings.
 7.
Application for Payment
a. Schedule of Values (not required for unit price contracts) must be approved by OWNER prior to initial pay application.

b. The Schedule of Values must include labor and material dollar values for each of the following items:

· The Project Bond

· Project Startup and Mobilization

· Division 1 – General Requirements

· Project Closeout

· A line item for each applicable specification section.  The schedule shall be further itemized by floors or areas as designated by the DESIGN PROFESSIONAL and OWNER.

· Each allowance or unit price item included in the Contract.


c.
Material values will include only anticipated bare costs of materials needed for the project and will not include any markup for overhead or profit.


d.
Labor values for each line item will include all costs not considered to be material bare costs and will include the appropriate markup for overhead and profit.


e.
A separate category is required on each line item for equipment, engineering, submittals and other items as needed.


f.
Stored Materials, On/Off Site (Bill of Sale/Insurance is required for off site storage.  The invoice must indicate the project name and is subject to site verification.  Notice of stored materials is required one week in advance of the Application for Payment to allow for review.

g.
The DESIGN PROFESSIONAL, OWNER and CONSTRUCTOR will meet at the project site prior to the construction meeting for a pay request meeting.  The meeting will be at the project site and all parties must be present.  No requests for payment (telephone conversations, faxes, etc.) prior to this meeting will be acknowledged or accepted.  This will be the only time during the course of a month that the CONSTRUCTOR will have the opportunity to make a request for payment.


h.
The DESIGN PROFESSIONAL, OWNER and CONSTRUCTOR will use the pay request meeting to agree on the appropriate percentage of completion for each line item listed in the Schedule of Values.  The meeting will not conclude until all issues on items for payment have been resolved.  The CONSTRUCTOR shall submit photocopies of priced invoices for all material included in Stored Materials on the pay request one week in advance.  No invoices will be accepted after the conclusion of that meeting until the regularly scheduled pay request meeting.

i.
Form provided by OWNER, alternate forms must be approved in writing by the CPM.

j.
Each Application for Payment shall be accompanied by an updated progress and 
submittal schedule. (and NPDES reports as needed)

 8. 
Shop Drawings

a.
A submittal schedule coordinated with the progress schedule is required for review.  Schedule to be updated along with progress schedule monthly.


b. 
Submittals will be reviewed according to the submittal schedule.  Communication between all parties is essential to keep the submittals flowing in a timely manner.

c.
All submittals shall be marked with the specification section number and a separate number identifying the submittal number within that section.  Resubmittals shall have the same number followed by an R indicating revised and a number indicating the number of times it was revised.

d.
Submittals shall be posted on the Project Management System by the CONSTRUCTOR for review by the OWNER and DESIGN PROFESSIONAL.

e. 
Final approved shop drawings shall be posted on the Project Management System (Submittal Exchange) by the DESIGN PROFESSIONAL.

f.         Re-submittals (number sequential with all submittals). 

g. No substitutions will be permitted unless prequalified and presented in                 accordance with Section 01 60 00 of the specifications.  At this point substitutions discouraged due to the time required for review and approval.

h. The CONSTRUCTOR shall maintain a secure weathertight area off site for storage of all approved samples until directed to dispose of them.  Samples shall be available to the OWNER and DESIGN PROFESSIONAL.

i. Submit SDS with all applicable products.

9. Changes to Contract Amount 

a.
Interim Directed Change – this is to be used when the work in question must be done and the project cannot wait to obtain a price and have it approved. Receipt of an IDC allows the project to proceed without delay before the change is priced. This work is then done on a time and materials basis. A Not To Exceed price is required within a few days but the final price will be determined on completion of the work and submittal of documentation to verify the costs.  If the Not To Exceed price is not received in a timely manner or is too high, the IDC can be canceled.  An IDC is issued as a time and material change and verification of all costs is required.  This could require time sheets to verify labor and receipts to verify materials as justification of the final price- (use UNI standard form).


b.
Proposal Request- this is to be used when requesting a price for a change in the scope of the project. Work covered by PRs may or may not be done, the price must be approved before the work can start. The CONSTRUCTOR must price the PR and provide a detailed breakdown of labor and materials for each trade including quantities of materials to the DESIGN PROFESSIONAL. The DESIGN PROFESSIONAL then makes a recommendation to UNI and if approved UNI will send copies of the signed document to the CONSTRUCTOR, the CONSTRUCTOR may then proceed with the work.  PRs shall be prepared on UNI standard form.  PRs are issued as lump sum fixed price amounts.


c.
If agreement can not be reached on the price of a PR the work can be issued as an IDC and performed on a time and material basis using the PR price as the not to exceed amount.

d.
PR’s and IDC’s may be issued by either the DESIGN PROFESSIONAL or UNI CPM.  PR’s and IDC’s shall be numbered consecutively.


e.
Change Orders - Will be issued monthly or more frequently as needed by UNI to incorporate all PRs that have been approved and all IDCs that have been completed. Change orders will be on UNI standard form.

f.
Any changes in time noted on a PR or IDC must be justified by a description of the impact of the change on the critical path and/or an updated schedule indicating the effect of the change.

10.
Clarifications of Documents

a. Supplemental Instructions- will be issued by the DESIGN PROFESSIONAL as needed to clarify the intent of the documents.

b. Request for Information- are questions issued by the CONSTRUCTOR to the DESIGN PROFESSIONAL for clarification of the documents.  Copies of all RFI’s issued to DESIGN PROFESSIONAL shall be provided to CPM.

c. If any clarifications are provided verbally by the DESIGN PROFESSIONAL, the CONSTRUCTOR shall issue an informational RFI or the DESIGN PROFESSIONAL shall issue a SI to document the decision.

11.
Utilities


a.
Locations- CONSTRUCTORS responsibility contact Iowa One call


b.
Temporary- (as outlined in 01 50 00 list)

c.
Usage of University Utilities by CONSTRUCTOR - as permitted by 01 50 00 Shutdowns of Utilities require a 2 week notice to allow evaluation of the impact of the shutdown on campus.

d. Telephone – (define based on project)

e. Toilet Facilities – (define based on project)

12.
Testing  (review list and edit or supplement it as necessary to deal with the requirements of this project)

UNI will hire an independent testing agency to test the following items as required by the technical specifications:

Deep foundations (specify)

Subgrade bearing capacity at foundations

CBR for walks and roads

Backfill compaction requirements under slabs, walks, roads and utilities

Concrete- standard concrete testing including slump, temperature, air content    



and compressive strength



Precast concrete – Plant Inspections



Moisture content of concrete


Erection



Masonry – mortar strength (compressive, flexure)



mortar efflorescence



Structural steel- visual inspection of welds



fabrication procedures at shop



Fireproofing- adhesion 



thickness



Windows  - water testing under pressure



Roofing- general inspection



Pipe welds   Visual inspection




         Ultrasonic





         Radiographic


 
Testing Adjusting and Balancing

   

All testing required to be performed by the CONSTRUCTOR shall be scheduled with and observed by the CPM. The CONSTRUCTOR shall prepare a sign off sheet for each test indicating the following

 
 the type of test 


 the date of the test


 the results of the test


 where the test was conducted

the people conducting and witnessing the test 

This form shall be signed by the CONSTRUCTOR’S  representative and the CPM and copies submitted for the file and included in the commissioning manual.


The CPM shall also be notified for cover up inspections before all wall covering or ceiling tile is put in place.  The CPM will provide written acceptance of an area before it is covered.

13.
Security


a.
Job Site Security – CONSTRUCTOR to maintain a log for all non-contractor personnel entering the job site


b.
Temporary Lighting 

c.
Fencing/Barricades – as a minimum requirement.  Additional fencing may be provided at CONSTRUCTORS option.


d.
Keys – doors that need construction cores must be identified by the CONSTRUCTOR and CPM and will be provided with construction cores by the key shop. 


Approximately 2 weeks is needed to obtain keys and cores.

e.
Maintenance and Housekeeping Procedures see all of Division 1 site maintenance will be enforced.  Clean project site and area are required at all times.


f.
Prepare an emergency fire and rescue plan. 
14.
Use of Site 

a.
CONSTRUCTOR Parking – no parking on grass, no parking on sidewalks, no parking within site limits unless approved by CPM.  UNI Police, parking division will determine where parking is allowed


b.
Construction Parking Permits- obtain from UNI Police.


c.
Construction Limits as indicated on drawings.



(list any other project specific restrictions)

d.
The CONSTRUCTOR must maintain the building and site in a neat orderly condition.  If the OWNER cleans the building or site it will be back charged to the CONSTRUCTOR.

e.
Adjacent streets and parking lots shall be maintained free of mud and dirt.  Any dirt carried off site must be cleaned daily.
f.
No signs are permitted except the project sign supplied by the OWNER and directional signs required by contract.

15.
Other Issues Related to Project (Examples below.  Shall be customized as needed.)


a.
Building and Site Survey – Prior to the start of construction, the CONSTRUCTOR shall review the existing building, site and adjacent areas for damage.  If any damage is found the CONSTRUCTOR shall review and document the damage with the CPM.  Any damage to existing facilities not documented must be repaired by the CONSTRUCTOR at no cost to the OWNER.


b.
Asbestos Abatement- if any is found notify CPM.


c.
Material Deliveries – will not be accepted at UNI, must be to jobsite.


d.
Construction Staking – (Ref 01 30 00 1.3)


e.
Working Hours 7:00 AM to 5:00 PM 

f.
Excess Dirt Removal/Disposal – haul off campus. 


g.
Salvage Items – See Division 01

h.
OWNER Furnished Materials – See Division 01

i.
Concrete Truck Wash-Out – on site unless approved in writing by CPM.


j.
Hydrant Meter/Water Keys – available from Physical Plant.


k.
Hot Work Permits – CONSTRUCTOR must follow the University of Northern Iowa’s Office of Risk Management and Environmental Health and Safety’s Hot Works Program or the CONSTRUCTOR Hot Work Permit System must be approved by the Office of Risk Management and Environmental Health and Safety.

l.  
NPDES – CONSTRUCTOR to provide inspections and reports as outlined in Division 01.

m.
Work by OWNER – See Division 01

n.
OWNER supplied products – See Division 01

o.
Work sequence – describe any specific requirements.


p.
OWNER occupancy – describe any specific requirements.

16.
Substantial Completion


a.
Punchlist Observation – must be requested by the CONSTRUCTOR in writing.

b.
OWNER Occupancy – is required at a certain point once occupied all additional work must be scheduled at the occupant’s convenience.


c.
Equipment Training/Demonstration – must be completed prior to substantial completion.


d.
Substantial Completion Certificate – will be issued on completion of the observation if the project is determined to be substantially complete.


e. 
As built drawings/documents – must be provided prior to substantial completion.

f.
O&M manuals – the draft manual must be provided prior to substantial completion.  All final manuals must be provided within 10 days of observation.

17.
Project Acceptance


a.
Punchlist Completion – it is generally thought that the list can be completed within 30 calendar days. When completed the CONSTRUCTOR shall return a copy of the list with each item signed off on as complete by the subcontractor and the general CONSTRUCTOR.

b.
Final Observation – a final observation will be conducted by the DESIGN PROFESSIONAL and the CPM when the CONSTRUCTOR claims that the work is done.


c.
Final Application for Payment/Retainage- a separate application shall be made to release the final retainage.


d.
TSB Reporting Form – must accompany the final application. 

18.
Project Specific Questions


(Add discussion of any project related questions)

UNIVERSITY OF NORTHERN IOWA
MEETING: _______________________________

	ATTENDEES NAME
	FIRM
	E-MAIL
	PHONE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



