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Appendix D-4: Sample Preconstruction Meeting Agenda
The preconstruction meeting is a required and valuable step to ensure the project sponsor, district, contractor,
and all relevant parties are up-to-date and aware of the next steps in the construction process. 
The following sample meeting agenda can be used to ensure all critical topics are included in the meeting.


(PROJECT SPONSOR LETTERHEAD)
(Project Name)

Preconstruction Meeting Agenda
(Meeting Location)
(Date and Time)

1. Introductions (Distribute sign-in sheet. Obtain name, organization and email address)

2. Initial Remarks
a. Project Sponsor Project Manager (PM)
b. Design Project Manager
c. Contractor

3. Project Overview
a. Description of Project				IFB Page ______
i. Special Provisions/Plans/Addenda
ii. Contract number
iii. Project limits
iv. Phasing
v. Liquidated damages per day
b. Schedule
i. Notice to proceed, on or before __________
ii. Time Type (review time charge specifications and determination)
1) Days allowed __________ (work days, calendar days, calendar date)
2) Liquidated damages: $__________ 	IFB Page ______
3) Schedule Type – NO WORK until submitted and approved
a) CPM (Spec Section 109) or Activity Chart (Spec Section 110)
4) NO PAYMENT without Monthly Schedule Update submitted
5) Project Progress/Partnering Meetings
iii. Insurance
1) Certification, Expiration Date
2) Field Office and Contents (if not County facilities)
3) Comprehensive General Liability and Property Damage
4) Railroad, if required
5) Others?
iv. Funding Source Breakdown (Federal, State, Local, Other Third Party)
v. Work Restrictions
1) Contractor’s Work Hours	IFB Page ______

4. Correspondence & Communications
a. Chain of Command with MDOT SHA, Project Sponsor, Contractor
b. Primary Source of MDOT SHA Authority for Contractor: Construction Project Engineer (CPE)
c. Copies of All Correspondence to PM and CPE
d. Contractor Email Address and Point of Contact
e. Shop Drawings
f. Working Drawings
g. Extra Work (Only MDOT SHA District Office has authority request or approve Extra Work)
h. Standing Meetings

5. Governing Standard Specifications – (MDOT SHA ‘Grey Book”)

6. General Specification
a. Variations in Estimated Quantities
b. Differing Site Conditions
c. Changes
d. Claims (note timeframes for notifications)

7. Engineer’s Field Office
a. Type Required __________
b. Location __________ (access discussion if within County building)
c. Utility Hookups
d. No Work to Begin until Field Office is Operational

8. Subcontractor Approvals
a. Prompt Payment Clause				IFB ______
b. Prime Contractor Must Notify the Project Sponsor and the District Office if it Intends to Hold Payment to a Subcontractor for Any Reason

9. Disadvantaged/Minority Business Enterprise (DBE/MBE) Schedule of Participation
a. Posting Chart
b. Percentage Required	______
c. Approved?		______
d. DBE/MBE Field Meeting (PM to schedule)
e. Weekly Trucking Reports
f. IDRs and Daily Logs

10. Equal Employment Opportunity (EEO)/Labor Compliance
a. MDOT SHA EEO Officer Name/email address __________________
b. Project Bulletin Board
c. Certified Payrolls
i. Requirements				IFB ______
ii. Prevailing Wage Rates			IFB ______
iii. Weekly Payroll Compliance Checks
iv. Wage Rate Interviews
v. Two-Week Due Date or Estimate may be Withheld
vi. Monthly Work Force Analysis

11. On the Job Training
a. Number of Trainees Required 			IFB ______
b. Trainee Program must be submitted prior to start of work

12. Safety Considerations
a. MDOT SHA Safety Officer Name/Phone/Email Address _____________________
b. Contractor’s “Competent Person” on Project Must Be Present During Work
c. Maryland Occupational Safety and Health (MOSH) Regulations Govern Work
d. CPE Gives One Warning of Site Hazards, the Contacts MDOT SHA Safety Officer/MOSH if not IMMEDIATELY Corrected
e. Night Work Requirements
f. Special Vehicle and Site Lighting Requirements
g. Make Sure Drivers Wear Approved ANSI Class II Vests

13. Crane Certification/Qualification
a. Operator/Rigger Must be Qualified

14. Right-of-Way (ROW)
a. MDOT SHA ROW Officer Name/Phone/Email Address _____________________
b. Provide Contractor with Form 113 (ROW Contract Agreements)
c. Status of Properties
d. New ROW Required
e. Reminder to Stay Off Private Property Without Permission in Hand

15. Status of Environmental Permits
a. Review Environmental Permits Form in IFB

16. Erosion and Sediment Control (E&SC) and Stormwater Management
a. MDOT SHA Environmental Coordinator Name/Phone/Email Address ________________
b. E&SC Meeting – PM to schedule
c. Sequence of Construction Submitted and Approved
d. Green and Yellow Cards Certification
e. Contractor’s Daily E&SC Reports
f. Quality Assurance Rating/Penalties		IFB ______
g. Weekly NPDES Reports for Erosion and Sediment Control
h. Stormwater Management As-Builts
i. Stream Restrictions
j. Wetlands

17. Utility Coordination
a. MDOT SHA Utility Engineer Name/Phone/Email Address _____________________
b. Notification of MISS UTILITY 1-800-257-7777
c. Extent of Utility Coordination
i. Utility Company Representative Comments
d. Test Pitting (Must Be Approved by PM and CPE)

18. Maintenance of Traffic (MOT)
a. MDOT SHA Traffic Engineer Name/Phone/Email Address _____________________
b. Follow 2011 MdMUTCD
c. Lane Closure Restrictions			IFB ______
d. TCM Certification
e. Daily Inspection Requirements
f. Traffic Control Plan Acceptance			IFB ______
g. Modification Requirements
h. Inventory of Roadway Markings
i. Work on Holidays/Weekends			IFB ______
j. Night Work Restrictions
k. Pre-Traffic Phase Shift Meeting – PM to schedule

19. Traffic Signals, Signs, and Lighting
a. Impacts
b. Modifications

20. Control of Material
a. MDOT SHA Materials Area Engineer Name/Phone/Email Address ___________________
b. Materials Management System (MMS) Monthly Program
c. Sources of Supply (SOS) Approvals – No Payments for Materials from Unapproved Sources
d. Material Inspection
e. Material Testing Equipment on Site and in Working Order
f. Small Quantity Approval Requirements
g. Topsoil Sampling and Approval
h. Storage and Handling of Materials (Away from Roadway and Out of Floodplain)
i. Plant Production Notification
j. QC Plan for Asphalt
k. Contract Finals Needs Plant Report – No AC Adjustment without Report
l. Stored Materials Payment Requirements
i. Limited Use as per Specifications
ii. Minimum 14 Calendar Day Lead Time to Put on Estimate

21. Borrow – Method of Measure

22. Payments
a. Tickets
b. Invoices

23. Reduction of Retainage based on Evaluations
a. Prime Contractor Must Notify Subcontractors if Retainage has been Reduced

24. Incentive/Disincentive Contracts

25. Project Specifics
a. Construction Stake Out
b. Unusual Conditions
c. Customer Service Goals
d. Maintenance Concerns

26. Contractor’s Key Personnel & Emergency Contact Information (Names, Phone Numbers, Emails)
a. Chain of Commend: Foreman, Superintendent, Project Manager, etc.
b. Safety Officer/Responsible Person
c. Traffic Control Manager
d. E&SC Manager
e. EEO Officer

27. Maryland State Police
a. Coordination
b. Use of Off Duty Troopers (When Applicable)

28. Cultural Resources

29. Public Notifications, News Releases, Handouts
a. Hat and Shovel Signs (If Applicable)
b. Weekly Updates: Due from PM and CPE Every Thursday

30. Operations and Maintenance Final Phase of Project Delivery
a. O&M Manuals


2
2
image1.jpg
TRANSPORTATION ALTERNATIVES PROGRAM MANUAL
-______________________________________________________




image2.jpg




