SECTION 012000 - PROJECT MEETINGS

PART  - GENERAL

	RELATED DOCUMENTS

		Drawings and general provisions of the Contract, including General and Supplementary Conditions and other Division 1 Specification Sections, apply to this Section.
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		SUMMARY

		This Section specifies administrative and procedural requirements for project meetings involving representatives of the Owner and the Architect, including, but not limited to, the following:

	Preconstruction Conferences.
	Preinstallation Conferences.
	Weekly Coordination and Progress Meetings.

		PRECONSTRUCTION CONFERENCES

	The Construction Manager may schedule a preconstruction conference before starting construction, at a time convenient to the Owner and the Architect, but no later than 15 days after execution of the Agreement and "Notice to Proceed" from the Owner.  Conduct the meeting to review responsibilities and personnel assignments.

	Attendees: Authorized representatives of the Owner, Architect, and their consultants; the Construction Manager and its superintendent; major contractors; manufacturers; suppliers; and other concerned parties may attend the conference.  All participants at the conference shall be familiar with the Project and authorized to conclude matters relating to the Work.

	Agenda:  Discuss items of significance that could affect progress, including the following:

1.	Introductions, responsible parties.
2.	Communications, procedures.
3.	Construction schedule, formats.
4.	Payment schedule, procedures, review.
5.	Submittal schedule, procedure.
6.	Temporary facilities and controls.
7.	Record documents.
8.	On-site records.
9.	Weekly meeting schedules.
10.	Special meeting schedules.
11.	Quality control testing procedures.
12.	Termite treatment (soil poisoning) procedures.
13.	Change Orders, procedures, authorizations.
14.	Project completion, closeout, records.

		PRE-INSTALLATION CONFERENCES
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A.		The Construction Manager may schedule pre-installation meetings at the Project Site in advance of beginning installation of the following work:

1.	Masonry.
2.	Roofing.
3.	Windows.
4.	Tile (Ceramic and Quarry).
5.	Resilient Flooring.
6.	Carpet.
7.	Painting.
8.	Cement Plaster.
9.	Acoustical Ceiling/Lighting.
10.	Casework.
11.	Mechanical.

B.		Attendees:  The Construction Manager, Contractors and his Project Superintendent or responsible person in charge, the manufacturer's representative (where appropriate), representatives of the Architect and Owner.  Provide notice to attendees 48 hours in advance of the scheduled time of such meeting.

C.		Agenda:  Review status of approval of all submittals; assure that installation means, methods and sequences are in accordance with the requirements of the Contract Documents and the recommendations of the manufacturer; confirm that substrate is acceptable and interfaces with other work are appropriate; review schedule of installation with the Construction Manager to assure timely sequencing of work with other work; discuss standards of workmanship and acceptability.

1.5		WEEKLY PROJECT COORDINATION AND PROGRESS MEETINGS

A.		The Construction Manager will conduct meetings at the Project Site at regularly scheduled weekly intervals.  The Construction Manager will coordinate date of one meeting each month with preparation and review of Payment Requests.

B.		Attendees:  In addition to representatives of the Owner, Architect and the Construction Manager; Contractors, Suppliers or other entities concerned with current progress or involved in planning, coordination or performance of future activities may be represented at these meetings by persons familiar with the Project and authorized to conclude matters relating to progress, however, these meetings are not for purposes of conducting the Construction Manager’s normal weekly project coordination. 

C.		Agenda:  Review and correct or approve minutes of the previous meeting.  Review items of significance that could affect the Work. Include topics for discussion as appropriate to the current status of the Project.

1.	Construction Schedule:  Review progress since the last meeting.  Determine where each activity is in relation to the Construction Schedule, whether on time or ahead or behind schedule.  Determine how construction behind schedule will be expedited; secure commitments from parties involved to do so. Discuss whether schedule revisions are required to ensure that current and subsequent activities will be completed within the Contract Time.


2.	Modifications:  Review status of all pending and approved modifications to Contract Documents including Architect's Supplemental Instructions, Construction Change Directives, Change Orders.

3.	Reporting:  No later than three (3) days after each meeting date, the Construction Manager will distribute copies of minutes of the meeting to each party present and to other parties who should have been present.  Include a brief summary, in narrative form, of overall project status.

4.	Schedule Updating:  The Construction Manager will revise the construction schedule after each meeting where revisions to the schedule have been made or recognized.

1.6		RECORD DOCUMENTS

A.		Record Documents:  Construction Manager will maintain at the job site a Record Set of prints of Contract Drawings in a clean, undamaged condition.  Contractors shall indicate plainly and conspicuously on the set of Record Documents the actual installation where the installed work varies from the work as originally shown including items changed by Addenda, Change Order, or Architect's Instruction.  Mark whichever drawing is most capable of showing the actual "field" condition fully and accurately.  Give particular attention to concealed work that would be difficult to measure and record at a later date.  Construction Manager will verify accuracy of recorded information with Contractors.  Underground utility locations to be located and dimensioned off a permanent building location to within 5’.


B.		Record Specifications:  Construction Manager will maintain at the job site one (1) complete copy of the Project Manual, including Specifications and Addenda, and one (1) copy of other written Construction Documents such as Change Orders and similar modifications issued in printed form during construction.  Contractors shall indicate plainly and conspicuously on these Documents substantial variations in the actual work performed in comparison with the text of the Specifications and modifications as issued.  Give particular attention to substitutions, selection of options and similar information on work where it is concealed or cannot otherwise be readily discerned at a later date by direct observation.  Note related Record Drawing information and product data, where applicable.  Construction Manager will verify accuracy of recorded information with Contractors.

C.		Submittals:  Construction Manager will maintain at the job site one (1) complete set of all approved shop drawings, submittals, samples and product data in a clean, undamaged condition.  All such submittals shall contain the review stamp of the Architect, Consultants and Construction Manager noting the action taken by each.

D.		Protection of Record Documents:  Record Documents shall be kept current throughout the course of the work.  Do not use Record Documents for construction purposes; protect from deterioration and loss in a secure location; provide access to Record Documents for the Architect's and Owner's reference during normal working hours.


PART  - PRODUCTS  (Not Applicable)


PART  - EXECUTION  (Not Applicable)
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