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Table 1: Team Selection and Turnover Checklist
	Project Number: ______________________________________________________________________
Project Name: ________________________________________________________________________
Location: ____________________________________________________________________________
Estimator: ___________________________________________________________________________
Project Manager: ______________________________________________________________________

	

	TEAM SELECTION AND TURNOVER CHECKLIST FOR PRE-CONSTRUCTION PLANNING

	ACT.
	COMPLETION DATE
	ITEM NO.
	SUB-ACTIVITIES

	1.  Finalize selection of project manager, field supervisor, and other key team members

	 FORMCHECKBOX 

	
	1
	Assemble a list of project managers and review their current work load and special skills

	 FORMCHECKBOX 

	
	2
	Determine whether an ideal match can be made between the project manager and the job, and then select the project manager

	 FORMCHECKBOX 

	
	3
	Assemble a list of field supervisors and review their current work load and special skills

	 FORMCHECKBOX 

	
	4
	Determine whether an ideal match can be made between the field supervisor and the job, and then select the field supervisor

	 FORMCHECKBOX 

	
	5
	Work with the project manager, field supervisor, and/or the director of operations to select key foremen when appropriate

	2.  Hold turnover meeting between estimator and project manager

	 FORMCHECKBOX 

	
	1
	Arrange a meeting time and location, and ensure that enough time has been allocated to transfer knowledge between the estimator and project manager

	 FORMCHECKBOX 

	
	2
	Follow, and complete, a checklist that describes the information that should be transferred 

	3.  Hold separate turnover meeting between project manager and field supervisor

	 FORMCHECKBOX 

	
	1
	Arrange a meeting time and location that will ensure enough time to transfer knowledge between the project manager and field supervisor

	 FORMCHECKBOX 

	
	2
	Follow, and complete, a checklist that describes the information that must be transferred (see Figure 1.5 in the book)

	4.  Hold pre-job (planning) kickoff meeting with internal team members to assign responsibilities

	 FORMCHECKBOX 

	
	1
	Arrange a meeting time and location, and ensure that enough time has been allocated to assign planning responsibilities 

	 FORMCHECKBOX 

	
	2
	Invite internal team members that will be involved during the construction execution process, such as project manager, field supervisor, accounting, purchasing, director of field operations, etc.

	 FORMCHECKBOX 

	
	3
	Complete a checklist that describes the planning activities that must be completed and who is responsible for completion (see Figure 1.6 in the book)


 Table 2: Scope and Contract Review Checklist
	Project Number: _______________________________________________________________________

Project Name: ________________________________________________________________________
Location: ____________________________________________________________________________
Estimator: ____________________________________________________________________________
Bid Due Date: _________________________________________________________________________

	

	SCOPE AND CONTRACT REVIEW CHECKLIST FOR PRE-CONSTRUCTION PLANNING

	ACT.
	COMPLETION DATE
	ITEM NO.
	SUB-ACTIVITIES

	5.  Review contract for unfavorable or high risk clauses

	 FORMCHECKBOX 

	
	1
	Complete the Contract Review checklist (see Figure 1.7 in the book)

	 FORMCHECKBOX 

	
	2
	Identify all required bonds, permits and certificates

	 FORMCHECKBOX 

	
	3
	Review contractual billing requirements

	 FORMCHECKBOX 

	
	4
	Review and understand procedures for requesting change orders

	 FORMCHECKBOX 

	
	5
	Identify whether disputes must be resolved through alternative dispute resolution (ADR), such as mediation or arbitration

	6.  Project manager reviews plans, specifications, and schedule

	 FORMCHECKBOX 

	
	1
	Order extra sets of plans and specifications, if necessary

	 FORMCHECKBOX 

	
	2
	Complete the Scope and Schedule Review checklist (see Figure 1.8 in the book)

	 FORMCHECKBOX 

	
	3
	Compare the scope identified in the contract to the scope from the bid submission to verify that they match

	 FORMCHECKBOX 

	
	4
	Compare the plans to the specifications to identify any discrepancies

	 FORMCHECKBOX 

	
	5
	Review the schedule provided by the general contractor to determine whether your work can be completed within the contractual timeframe.

	7.  Field supervisor reviews plans, specifications, and schedule

	 FORMCHECKBOX 

	
	1
	Complete the Scope and Schedule Review checklist (see Figure 1.8 in the book)

	 FORMCHECKBOX 

	
	2
	Review Best Field Practices or Lessons Learned

	 FORMCHECKBOX 

	
	3
	Identify value engineering or prefabrication opportunities (see Activity 11)

	 FORMCHECKBOX 

	
	4
	Identify labor requirements and begin selecting foreman

	 FORMCHECKBOX 

	
	5
	Identify special tools that will need to be purchased or assembled

	8.  Create a list of issues that need to be resolved and begin the request for information (RFI) process

	 FORMCHECKBOX 

	
	1
	Establish a request for information (RFI) process (see Activity 16) and create a list of questions that require clarification 


Table 2: Scope and Contract Review Checklist (continued)

	Project Number: _____________________________________________________________

	

	 FORMCHECKBOX 

	
	2
	Formalize the RFIs by assigning them a trackable number and submitting them to the owner/CM/GC

	9.  Conduct site visit

	 FORMCHECKBOX 

	
	1
	Complete the Site Visit Checklist (see Figure 1.9 in the book)

	 FORMCHECKBOX 

	
	2
	Examine site access and layout, including parking, material delivery points, and material lay-down and storage

	 FORMCHECKBOX 

	
	3
	Identify locations and availability of material and personnel lifts, elevators, cranes, scaffolding, and forklifts

	 FORMCHECKBOX 

	
	4
	Create a plan for installing temporary power

	 FORMCHECKBOX 

	
	5
	Verify existing conditions and compare them to the conditions shown on the plans and described in the specifications

	10.  Compare estimated (bid) work activities and materials to planned performance

	 FORMCHECKBOX 

	
	1
	Compare the estimator’s concept of how to perform the work to typical field operations and document the differences 

	 FORMCHECKBOX 

	
	2
	Discuss unclear methods or discrepancies with the estimator 

	 FORMCHECKBOX 

	
	3
	Determine the cost difference between the as-bid and planned performance of the work

	11.  Identify value engineering and prefabrication opportunities and how to simplify the work

	 FORMCHECKBOX 

	
	1
	Review value engineering (VE) or prefabrication opportunities that were identified in the turnover meeting between the estimator and project manager 

	 FORMCHECKBOX 

	
	2
	Review procedures for formally requesting VE consideration, if required

	 FORMCHECKBOX 

	
	3
	Search for, and identify, additional VE and prefabrication items

	 FORMCHECKBOX 

	
	4
	Identify additional ways to simplify the work

	 FORMCHECKBOX 

	
	5
	Price out the cost difference between the as-bid and VE options

	12.  Prepare construction takeoff

	 FORMCHECKBOX 

	
	1
	Take off the materials, equipment, and systems in the order they will be constructed.

	 FORMCHECKBOX 

	
	2
	Code each plan sheet as you take it off so that you can return to it later and immediately identify the quantity of various materials shown on the sheet.

	 FORMCHECKBOX 

	
	3
	The final quantities should be identified by the units in which they will be purchased.

	 FORMCHECKBOX 

	
	4
	All assumptions should be noted on the quantity takeoff sheets.

	 FORMCHECKBOX 

	
	5
	Be sure the quantities that are estimated include a waste factor.

	 FORMCHECKBOX 

	
	6
	Compare the construction takeoff to the bid takeoff to identify significant differences or discrepancies 


Table 3: Administrative Setup Checklist
	Project Number: ______________________________________________________________________

Project Name: _______________________________________________________________________
Location: ___________________________________________________________________________
Project Manager: _____________________________________________________________________
Start Date: __________________________________________________________________________

	

	ADMINISTRATIVE SETUP CHECKLIST FOR PRE-CONSTRUCTION PLANNING

	ACT.
	COMPLETION DATE
	ITEM NO.
	SUB-ACTIVITIES

	13.  Set up project files and create contact list

	 FORMCHECKBOX 

	
	1
	Use the File System checklist (see Figure 1.10 in the book) to create paper files

	 FORMCHECKBOX 

	
	2
	Create a contact sheet that lists all team members and their company contact information

	14.  Set up computerized tracking and control system (forms, database, schedule, tracking)

	 FORMCHECKBOX 

	
	1
	Verify that the accounting department has assigned a project number and entered initial information in the cost control system

	 FORMCHECKBOX 

	
	2
	Use the File System checklist (see Figure 1.10 in the book) to create computer files

	 FORMCHECKBOX 

	
	3
	If a separate project management software system is used, set up the project in the system

	 FORMCHECKBOX 

	
	4
	If a separate computer scheduling system is used, set up the schedule in the system (see Activity 37)

	15.  Initiate a change management system

	 FORMCHECKBOX 

	
	1
	Review the contract to identify required change order, field change, and time-and-materials procedures

	 FORMCHECKBOX 

	
	2
	Review your company’s standard procedures for initiating, requesting, and processing change orders and field changes

	 FORMCHECKBOX 

	
	3
	Develop a log, with sequential numbering, to track all changes, including change orders, field changes, and time-and-materials requests (see Figure 1.11 in the book)

	16.  Initiate a request for information (RFI) tracking and processing system

	 FORMCHECKBOX 

	
	1
	Develop a log, with sequential numbering,  to track all requests for information (RFIs) (see Figure 1.12 in the book)

	 FORMCHECKBOX 

	
	2
	Determine whether RFIs will be submitted by e-mail, fax, or postal mail

	 FORMCHECKBOX 

	
	3
	Review your company’s standard procedures for processing RFIs and use a company standard form for submitting RFIs

	 FORMCHECKBOX 

	
	4
	Ensure each RFI also identifies a proposed solution and price change


Table 3: Administrative Setup Checklist (continued)

	Project Number: _____________________________________________________________

	

	17.  Initiate a submittal tracking and processing system

	 FORMCHECKBOX 

	
	1
	Develop a log, with sequential numbering,  to track all submittals, including those of vendors and subcontractors (see Figure 1.13 in the book)

	 FORMCHECKBOX 

	
	2
	Review your company’s standard procedures for processing submittals and use a company standard form for submissions

	 FORMCHECKBOX 

	
	3
	Verify that each submittal processing form identifies a response date, which is associated with timely ordering and delivery of the materials and equipment

	18.  Develop a Labor Requirements/Expectation letter

	 FORMCHECKBOX 

	
	1
	For projects that have special requirements, such as drug testing, background check, or special safety training, develop an expectations letter that must be reviewed and signed by crew members (see Figure 8 in this document)

	 FORMCHECKBOX 

	
	2
	For projects that will require hiring workers from the union hall, develop an expectations letter that must be reviewed and signed by crew members


Table 4: Buyout Process Checklist
	Project Number: ______________________________________________________________________

Project Name: ________________________________________________________________________
Location: ____________________________________________________________________________
Project Manager: ______________________________________________________________________
Start Date: ___________________________________________________________________________

	

	BUYOUT PROCESS CHECKLIST FOR PRE-CONSTRUCTION PLANNING

	ACT.
	COMPLETION DATE
	ITEM NO.
	SUB-ACTIVITIES

	19.  Request and/or review subcontractor/supplier/vendor prices and qualifications

	 FORMCHECKBOX 

	
	1
	Request subcontractor/supplier/vendor pricing if it was not requested or received during the bidding stage

	 FORMCHECKBOX 

	
	2
	Compare actual subcontractor/supplier/vendor scope of work with the scope identified in the subcontractor/supplier/vendor bid submission

	 FORMCHECKBOX 

	
	3
	Evaluate the subcontractor/supplier/vendor qualifications

	 FORMCHECKBOX 

	
	4
	Compare pricing and qualifications among the subcontractors/ suppliers/vendors

	20.  Negotiate pricing and contract conditions and select subcontractors/suppliers/vendors

	 FORMCHECKBOX 

	
	1
	Discuss possible cost savings with potential subcontractors/suppliers/vendors

	 FORMCHECKBOX 

	
	2
	Review the contract or purchase order terms and conditions with potential subcontractors/suppliers/vendors prior to award

	 FORMCHECKBOX 

	
	3
	Select all successful subcontractors/suppliers/vendors and issue a letter of intent

	21.  Develop and issue purchase orders and contracts for materials and equipment

	 FORMCHECKBOX 

	
	1
	Develop the purchase orders or contracts for subcontractors/suppliers/ vendors

	 FORMCHECKBOX 

	
	2
	Process and issue the purchase orders or subcontracts

	22.  Order long-lead-time materials and equipment

	 FORMCHECKBOX 

	
	1
	Compare the sequence, schedule, and materials/equipment to identify long-lead-time items

	 FORMCHECKBOX 

	
	2
	Negotiate and issue purchase orders and subcontracts for long-lead-time items before negotiating standard purchase orders and subcontracts

	 FORMCHECKBOX 

	
	3
	Issue a letter of intent or purchase order immediately to release long-lead-time items for order and delivery


Table 4: Buyout Process Checklist (continued)

	Project Number: _____________________________________________________________

	

	23.  Request submittals, cut sheets, and shop drawings

	 FORMCHECKBOX 

	
	1
	Upon issuing the contract document, the subcontractor/supplier/ vendor should be requested to assemble and submit samples, cut sheets, or shop drawings

	 FORMCHECKBOX 

	
	2
	Identify a deadline by which the submittals, cut sheets, and shop drawings must be submitted to your company

	24.  Develop and process log and book of submittals, cut sheets, and shop drawings

	 FORMCHECKBOX 

	
	1
	Develop a log, with sequential numbering, to track all submittals, including those of vendors and subcontractors (see Activity 17 and Figure 1.13 in the book)

	 FORMCHECKBOX 

	
	2
	Assemble two or more binders of all draft and approved submittals

	 FORMCHECKBOX 

	
	3
	Submit and track required submittal items


Table 5: Material Handling Planning Process Checklist

	Project Number: ______________________________________________________________________

Project Name: ________________________________________________________________________
Location: ____________________________________________________________________________
Project Manager: ______________________________________________________________________
Start Date: ___________________________________________________________________________

	

	MATERIAL HANDLING PROCESS CHECKLIST FOR PRE-CONSTRUCTION PLANNING

	ACT.
	COMPLETION DATE
	ITEM NO.
	SUB-ACTIVITIES

	25.  Develop material delivery and handling plan

	 FORMCHECKBOX 

	
	1
	Review the material delivery/storage and site logistics best practices (see Activity 25 in the book)

	 FORMCHECKBOX 

	
	2
	Establish and maintain a file of delivery receipts and packing slips

	 FORMCHECKBOX 

	
	3
	Establish a Material and Equipment Delivery and Storage Log

	 FORMCHECKBOX 

	
	4
	Create a material and equipment delivery schedule

	 FORMCHECKBOX 

	
	5
	Establish standard procedures for receiving, handling, and storage of materials and equipment

	26.  Develop material storage and staging plan

	 FORMCHECKBOX 

	
	1
	Complete the site logistics review checklist (see Figure 1.16 in the book)

	 FORMCHECKBOX 

	
	2
	Review the material delivery/storage and site logistics best practices (see Activity 25 in the book)

	 FORMCHECKBOX 

	
	3
	Develop a storage site layout that identifies where the materials and equipment are stored


Table 6: Budget Preparation Checklist

	Project Number: ______________________________________________________________________

Project Name: ________________________________________________________________________
Location: ____________________________________________________________________________
Project Manager: ______________________________________________________________________
Start Date: ___________________________________________________________________________

	

	BUDGET PREPARATION CHECKLIST FOR PRE-CONSTRUCTION PLANNING

	ACT.
	COMPLETION DATE
	ITEM NO.
	SUB-ACTIVITIES

	27.  Develop, review, or expand the cost code scheme

	 FORMCHECKBOX 

	
	1
	Decide whether to use a cost code scheme based upon the Construction Specifications Institute (CSI) MasterFormat

	 FORMCHECKBOX 

	
	2
	Review the cost estimate to identify the existing cost code breakdown, and decide whether additional breakdown is necessary

	 FORMCHECKBOX 

	
	3
	Review the company standard list of cost codes or use the CSI MasterFormat and decide which codes will be needed for breaking down the work for tracking and billing

	 FORMCHECKBOX 

	
	4
	Add new codes for work items that are not on the standard list

	 FORMCHECKBOX 

	
	5
	Assign additional codes to specify the costs associated with material, equipment, labor, subcontractors, and other miscellaneous costs

	28.  Develop budget by breaking down labor, material, overhead, and profit costs

	 FORMCHECKBOX 

	
	1
	Create the budget in concert with the labor and materials tracking report

	 FORMCHECKBOX 

	
	2
	Establish a budget with sufficient line items to identify potential problems yet simple enough to avoid time-consuming data entry

	 FORMCHECKBOX 

	
	3
	Verify that labor and materials can, and will, be reported according to the budget line items

	29.  Develop schedule of values

	 FORMCHECKBOX 

	
	1
	Review the contract to identify the contractual format and process for developing a schedule of values

	 FORMCHECKBOX 

	
	2
	Create the schedule of values in concert with the billing process

	 FORMCHECKBOX 

	
	3
	Consider rolling up the budget, so that the schedule of values has the same summary line items but fewer sub-line items


Table 7: Layout and Sequencing Planning Checklist

	Project Number: ______________________________________________________________________

Project Name: ________________________________________________________________________
Location: ____________________________________________________________________________
Project Manager: ______________________________________________________________________
Start Date: ___________________________________________________________________________

	

	LAYOUT AND SEQUENCING CHECKLIST FOR PRE-CONSTRUCTION PLANNING

	ACT.
	COMPLETION DATE
	ITEM NO.
	SUB-ACTIVITIES

	30.  Develop installation sequence and layout drawings

	 FORMCHECKBOX 

	
	1
	Organize the project by areas, by floors, or by systems

	 FORMCHECKBOX 

	
	2
	Allocate sufficient time to mentally think through the sequencing of all work processes from start through completion

	 FORMCHECKBOX 

	
	3
	Determine whether to create sequence and layout drawings by hand (marked-up drawings) or by creating new CAD drawings

	 FORMCHECKBOX 

	
	4
	Create daily installation drawings at least one day prior to the date when the work needs to be performed so that the drawings can be distributed each morning to foremen and field crews

	 FORMCHECKBOX 

	
	5
	Review the sequence daily or weekly to ensure the project is progressing as expected

	31.  Develop field instructions

	 FORMCHECKBOX 

	
	1
	Review the sequence and installation process to identify any additional information that might minimize questions and improve productivity

	 FORMCHECKBOX 

	
	2
	Develop field instructions and drawings for repetitive work, when repetitive work is scheduled on a project

	32.  Develop prefabrication drawings for field use

	 FORMCHECKBOX 

	
	1
	For systems that are partially or completely prefabricated in a prefabrication shop, develop drawings that show how the prefabricated parts should be assembled and installed in the field

	 FORMCHECKBOX 

	
	2
	For systems prefabricated in a shop, ensure the prefabricated parts are clearly labeled and that these labels correspond to an assembly and installation scheme identified on the drawings

	 FORMCHECKBOX 

	
	3
	If on-site prefabrication is scheduled, the drawings should identify the step-by-step process of how each piece is assembled into the prefabricated system


Table 7: Layout and Sequencing Planning Checklist (continued)

	Project Number: ______________________________________________________________________

	

	LAYOUT AND SEQUENCING CHECKLIST FOR PRE-CONSTRUCTION PLANNING

	ACT.
	COMPLETION DATE
	ITEM NO.
	SUB-ACTIVITIES

	 FORMCHECKBOX 

	
	4
	If off-site prefabrication is scheduled, separate drawings should also be created to identify how the prefabricated parts should be installed

	 FORMCHECKBOX 

	
	5
	Distribute the prefabrication drawings to the foremen or field crews that will perform the work


Table 8: Schedule Development Planning Checklist

	Project Number: ______________________________________________________________________

Project Name: ________________________________________________________________________
Location: ____________________________________________________________________________
Project Manager: ______________________________________________________________________
Start Date: ___________________________________________________________________________

	

	SCHEDULE DEVELOPMENT CHECKLIST FOR PRE-CONSTRUCTION PLANNING

	ACT.
	COMPLETION DATE
	ITEM NO.
	SUB-ACTIVITIES

	33.  Review general contractor’s schedule and timeline

	 FORMCHECKBOX 

	
	1
	Complete the General Contractor’s Schedule Review Items checklist (see Figure 1.19 in the book)

	 FORMCHECKBOX 

	
	2
	Initiate or attend a customer schedule review meeting to identify any special requirements and clarify any questions

	34.  Identify work that impacts your activities

	 FORMCHECKBOX 

	
	1
	While reviewing the overall construction schedule, annotate work that must be coordinated with other trades

	 FORMCHECKBOX 

	
	2
	While reviewing the overall construction schedule, annotate potential conflicts that will require coordination

	 FORMCHECKBOX 

	
	3
	Develop and submit RFIs to resolve open questions or conflicts among systems

	 FORMCHECKBOX 

	
	4
	Request an initial (and a recurring) Coordination Meeting to identify and resolve schedule questions and conflicts before installation begins

	35.  Review the work sequence and long-lead-time material/equipment delivery dates

	 FORMCHECKBOX 

	
	1
	Develop a rough draft of your schedule from the sequence and installation plan (See Activity 35 in the book)

	 FORMCHECKBOX 

	
	2
	Verify the ordering and delivery dates of long-lead-time materials and equipment

	 FORMCHECKBOX 

	
	3
	Perform a three-way coordination between the sequencing/installation plan, material/equipment delivery plan, and the draft schedule

	 FORMCHECKBOX 

	
	4
	Modify the draft schedule and sequencing/installation plan to accommodate long-lead-time deliveries

	36.  Coordinate your schedule with the schedule of the general contractor

	 FORMCHECKBOX 

	
	1
	After coordinating the sequencing/installation plan, material/equip-ment delivery plan, and the draft schedule, coordinate the draft schedule with the general contractor’s schedule and adjust as necessary


Table 8: Schedule Development Planning Checklist (continued)

	Project Number: ______________________________________________________________________

	

	SCHEDULE DEVELOPMENT CHECKLIST FOR PRE-CONSTRUCTION PLANNING

	
	COMPLETION DATE
	ITEM NO.
	ACTIVITY

	 FORMCHECKBOX 

	
	2
	Review your final schedule with the customer, general contractor, other trade contractors, and suppliers to resolve any final conflicts

	 FORMCHECKBOX 

	
	3
	Seek approval of the schedule from the customer and general contractor

	 FORMCHECKBOX 

	
	4
	Seek integration of your schedule into the general contractor’s overall project schedule

	37.  Create bar chart schedule

	 FORMCHECKBOX 

	
	1
	In addition to the integration of your schedule into the overall schedule, format your final schedule into an independent bar chart for tracking and control

	 FORMCHECKBOX 

	
	2
	Select the type of bar chart to develop and track

	 FORMCHECKBOX 

	
	3
	Save the original approved schedule as the baseline so that progress can be tracked and delays can be documented

	 FORMCHECKBOX 

	
	4
	Distribute your bar chart schedule to the customer, general contractor, various subcontractors, and suppliers


Table 9: Tracking and Control Planning Checklist

	Project Number: ______________________________________________________________________

Project Name: ________________________________________________________________________
Location: ____________________________________________________________________________
Project Manager: ______________________________________________________________________
Start Date: ___________________________________________________________________________

	

	TRACKING AND CONTROL CHECKLIST FOR PRE-CONSTRUCTION PLANNING

	ACT.
	COMPLETION DATE
	ITEM NO.
	SUB-ACTIVITIES

	38.  Customize the computerized tracking and control system (database/ schedule/etc.) for the current project

	 FORMCHECKBOX 

	
	1
	Review the tracking and control best practices (see Activity 38 in the book)

	 FORMCHECKBOX 

	
	2
	Complete the Tracking and Control Tools Checklist (see Figure 1.20 in the book)

	 FORMCHECKBOX 

	
	3
	Select computerized tracking and control tools for the project

	 FORMCHECKBOX 

	
	4
	Modify the tracking and control tools for the current project

	39.  Develop labor and materials tracking report

	 FORMCHECKBOX 

	
	1
	Review the cost estimate and associated budget and cost code scheme

	 FORMCHECKBOX 

	
	2
	Match the cost estimate/budget work items to crew assignments so that labor and materials can be tracked easily

	 FORMCHECKBOX 

	
	3
	Select the reports to be created and used for monitoring progress

	 FORMCHECKBOX 

	
	4
	Develop the selected reports by inputting project data into the reporting system (database or accounting system)


Table 10: Construction Execution Kickoff Meeting Checklist

	Project Number: ______________________________________________________________________

Project Name: ________________________________________________________________________
Location: ____________________________________________________________________________
Project Manager: ______________________________________________________________________
Start Date: ___________________________________________________________________________

	

	CONSTRUCTION EXECUTION KICKOFF CHECKLIST FOR PRE-CONSTRUCTION PLANNING

	ACT.
	COMPLETION DATE
	ITEM NO.
	SUB-ACTIVITIES

	40.  Review meeting schedule

	 FORMCHECKBOX 

	
	1
	Review the schedule of weekly internal meetings associated with the project

	 FORMCHECKBOX 

	
	2
	Review the schedule of weekly project meetings conducted by the customer or general contractor

	 FORMCHECKBOX 

	
	3
	Identify the internal team members that will be responsible for attending the internal and external meetings

	41.  Review request for information (RFI) process

	 FORMCHECKBOX 

	
	1
	Review the contract for a customer-mandated request for information (RFI) process

	 FORMCHECKBOX 

	
	2
	Review the company standard procedure for developing, processing, tracking, and closing out a request for information

	 FORMCHECKBOX 

	
	3
	Modify the company standard RFI procedure, as necessary, to conform to the contractually-mandated process

	42.  Review change order process and field change management process

	 FORMCHECKBOX 

	
	1
	Review the contract for a customer-mandated change order (CO) process and field change request process

	 FORMCHECKBOX 

	
	2
	Review the company standard change order procedure and field change request/management process

	 FORMCHECKBOX 

	
	3
	Discuss the process for documenting changes, delays, and disruptions in the work flow and sequence

	 FORMCHECKBOX 

	
	4
	Discuss the process for tracking and following up on change order requests and payment for field change directives

	43.  Review submittal processing procedures

	 FORMCHECKBOX 

	
	1
	Review the contract documents for a customer-mandated submittal processing procedures

	 FORMCHECKBOX 

	
	2
	Review the company standard procedure for developing, processing, tracking, and receiving approval for project submittals


Table 10: Construction Execution Kickoff Meeting Checklist (continued)

	Project Number: ______________________________________________________________________

	

	CONSTRUCTION EXECUTION KICKOFF CHECKLIST FOR PRE-CONSTRUCTION PLANNING

	
	COMPLETION DATE
	ITEM NO.
	ACTIVITY

	 FORMCHECKBOX 

	
	3
	Modify the company standard Submittal procedure, as necessary, to conform to the contractually-mandated process

	44.  Review billing and invoicing procedures

	 FORMCHECKBOX 

	
	1
	Review the general contractor’s process and timeline for invoicing, lien waivers, and payment

	 FORMCHECKBOX 

	
	2
	Review the internal billing cycle established by the accounting department

	 FORMCHECKBOX 

	
	3
	If necessary, adjust the internal billing cycle to conform to the general contractor’s invoicing cycle

	 FORMCHECKBOX 

	
	4
	Discuss the process for following up with the general contractor on late unpaid invoices

	45.  Review project and field reporting and tracking procedures

	 FORMCHECKBOX 

	
	1
	Discuss the process for reporting labor hours and submitting timecards to the accounting office

	 FORMCHECKBOX 

	
	2
	Discuss the process for reporting progress and percent complete

	 FORMCHECKBOX 

	
	3
	Discuss the process for tracking material and equipment costs and purchase orders

	 FORMCHECKBOX 

	
	4
	Review and discuss the tracking tools that will be used to monitor progress

	 FORMCHECKBOX 

	
	5
	Review the monthly update process

	46.  Review your schedule and the schedule of the general contractor

	 FORMCHECKBOX 

	
	1
	Review your bar chart schedule

	 FORMCHECKBOX 

	
	2
	Review the general contractor’s schedule and/or timeline

	 FORMCHECKBOX 

	
	3
	Discuss the process for updating the schedule


STANDARD CHANGE ORDER PROCEDURE


1. TYPES OF CHANGES:  Three types of changes are commonly encountered in construction: (1) request for quotation, (2) field change directive, and (3) disputed changes to the work.  A request for quotation (RFQ) typically occurs when the customer acknowledges that a change is needed and requests an estimate of the cost prior to approving the change.  A field change directive is an order given in the field to immediately execute a change before the cost of the work has been negotiated.  Disputed changes are changes to the work that are necessary to continue making progress but are not acknowledged by the customer as a change to the contract requirement.  Disputed changes are difficult to recover and require careful documentation to maximize your chances of receiving compensation.  

2. REQUEST FOR QUOTATION PROCEDURE:
a. Enter the change order request in the Change Order Log and assign it a C.O. number.  The status will remain “OPEN” until the C.O. has been approved by the customer.

b. The Project Manager should develop a written recap of the requested scope of work, identifying all inclusions, exclusions, and qualifications.

c. The Project Manager should develop a cost estimate for the scope of work.  If the scope is large or complex, the Project Manager may request assistance from the Estimator.

d. The cost estimate should include direct costs (labor, materials, equipment, subcontractors, expediting fees, etc.), indirect costs (jobsite overhead, home office overhead, insurance premiums, bonds, etc.), and profit (which is added after all other costs have been tallied).

e. The Project Manager will fill out a Change Order Proposal with the scope of work and quoted price.

f. The Change Order Proposal is forwarded to the customer for approval.

g. Once the approval has been received, the status in the Change Order Log is changed to “APPROVED” and the work is implemented.
3. FIELD CHANGE DIRECTIVE PROCEDURE:
a. A Field Change Directive (FCD) is often issued by the owner’s representative, architect/engineer, or general contractor.  The Field Superintendent and foremen are authorized to accept an FCD only if the issuing authority signs a Field Change Form. 

b. If the FCD is received by a foreman, the foreman should notify the Field Supervisor immediately.

c. FCDs are typically performed on a Time and Materials (T&M) basis.  

d. The issuing authority and the Field Supervisor/foreman should verbally agree to the scope of work, and this scope should be documented on the Field Change Form.  The foreman and issuing authority should each sign the Field Change Form.

e. The FCD is entered into the Change Order Log and assigned a C.O. number.  The status will remain “OPEN” until the FCD has been paid by the customer.

Figure 1: Standard Change Order Process

STANDARD CHANGE ORDER PROCEDURE (continued)


f. All labor, materials, equipment, and subcontracts that are used to complete the work should be annotated on the Field Change Form.

g. The Field Change Form is forwarded to the Project Manager, who will add the markup and calculate the total cost of the work.

h. The Field Change Form is then forwarded to the Accounting Department where it will be entered into the accounting system as a separate line item and invoiced during the next billing cycle.

i. Once the FCD has been paid, the status in the Change Order Log is changed to “APPROVED.”
4. PROCEDURE FOR DISPUTED CHANGES:
a. The disputed work should be processed similar to an RFQ.  

b. The Project Manager and/or Field Supervisor should develop a detailed written scope of the work that is outside the original contract scope of work, identifying  plans, specifications, other contract documents, and qualifications that support their position.

c. The Project Manager should develop a cost estimate for the scope of work.  If the scope is large or complex, the Project Manager may request assistance from the Estimator.

d. The cost estimate should include direct costs (labor, materials, equipment, subcontractors, expediting fees, etc.), indirect costs (jobsite overhead, home office overhead, insurance premiums, bonds, etc.), and profit (which is added after all other costs have been tallied).

e. The Project Manager will fill out a Change Order Proposal with the scope of work and quoted price.

f. The disputed Change Order Proposal is entered into the Change Order Log and assigned a C.O. number.  The status will remain “OPEN” until the C.O. has been approved or rejected by the customer.

g. The Change Order Proposal is forwarded to the customer for approval.

h. Once an approval or rejection has been received, the status in the Change Order Log is changed to “APPROVED” or “REJECTED.”
Figure 1: Standard Change Order Process (continued)

COMPANY NAME

COMPANY ADDRESS

CHANGE ORDER PROPOSAL

PROJECT NUMBER: ______________________

PROJECT NAME: ___________________________________________________________________

DATE: ___________________________

TO:
________________________________
FROM:
__________________________________


________________________________

__________________________________


________________________________

__________________________________


________________________________

__________________________________

DESCRIPTION OF CHANGED WORK:


COST OF THE CHANGED WORK:

Description
Labor
Materials
Equipment
Other
Subcontracts
Total

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Labor Burden  ___________%

Bond Premium  __________%

Liability Insurance ________%


Subtotal  _____________________________________

Overhead  ________________

Profit  ____________________


TOTAL  _____________________________________

TIME EXTENSION ______________ calendar days

APPROVED BY:  __________________________________
DATE:  ______________________


Figure 2: Change Order Proposal

	PROJECT NUMBER: _______________________________________________________________

	PROJECT NAME: _________________________________________________________________

	FIELD SUPERVISOR: ______________________________________________________________

	
	
	
	
	
	
	
	

	WORK PERFORMED BY (EMPLOYEE NAME): ___________________________________________

	DATE: __________________________________

	
	
	
	
	
	
	
	

	WORK AUTHORIZED BY: __________________________________________________________

	TITLE: _________________________________________________________________________

	
	
	
	
	
	
	
	

	FIELD CHANGE FORM

	SCOPE OF WORK:
	 
	 
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	 

	 
	
	
	
	
	
	
	 

	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	

	LABOR:
	EQUIPMENT/TOOLS:

	EMPLOYEE
	HOURS
	WAGE RATE
	TOTAL
	EQUIPMENT/TOOL TYPE
	COST

	
	REG
	OT
	DT
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	SUBTOTAL
	 
	SUBTOTAL
	 

	______ % MARKUP
	 
	______ % MARKUP
	 

	TOTAL
	 
	TOTAL
	 

	 
	 
	 
	 
	 
	 
	 
	 

	MATERIALS:
	SUBCONTRACTORS:

	MATERIAL TYPE
	UNITS
	QTY
	UNIT COST
	TOTAL
	COMPANY NAME
	COST

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	SUBTOTAL
	 

	 
	 
	 
	 
	 
	______ % MARKUP
	 

	 
	 
	 
	 
	 
	TOTAL
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	SUMMARY OF COSTS:

	 
	 
	 
	 
	 
	TOTAL LABOR
	 

	 
	 
	 
	 
	 
	TOTAL MATERIALS
	 

	SUBTOTAL
	 
	TOTAL EQUIPMENT/TOOLS
	 

	______ % MARKUP
	 
	TOTAL SUBCONTRACTS
	 

	TOTAL
	 
	TOTAL COST
	 


Figure 3: Field Change Form

 
STANDARD REQUEST FOR INFORMATION PROCEDURE

1. TYPES OF INFORMATION:  A Request for Information (RFI) is a formal process for receiving more details about a work process and/or alerting the customer to a potential deficiency in the contract documents.  The types of information that must be cycled through the RFI process include: discrepancies between plans and specifications; incomplete design details; conflicts between systems; clarifications about design intent; identification of a changed condition with a request for instructions; missing scope items that would produce a complete product; and many other issues.  

2. REQUEST FOR INFORMATION PROCEDURE:
a. A hierarchy should be followed when identifying and processing RFIs.  Crew members should address questions to their crew foreman.  The crew foreman should fill out the Request for Information form and forward it to the Field Supervisor.  The Field Supervisor should review the form and forward it to the Project Manager.  The Project Manager should review the form and process it. 

b. Fill out the Request for Information form, including a detailed description of the requested information and the date that a response is required.  When possible, identify a possible solution to a problem, which might speed up the response time and result in a favorable outcome.

c. The Project Manager or Field Supervisor should enter the RFI in the Request for Information Log and assign it an RFI number.  The status will remain “OPEN” until the RFI has received a response from the customer.

d. The RFI form is forwarded to the customer for a response.

e. Once a response has been received, the status in the RFI Log is changed to “CLOSED” and the response is distributed to all affected parties.

f. If the response to the RFI will result in an increase in the scope of work or a change in the contract conditions, the Project Manager should immediately initiate a change order request by processing a Change Order Proposal. 
Figure 4: Standard Request for Information Procedure

	COMPANY NAME

	COMPANY ADDRESS

	 

 

	REQUEST FOR INFORMATION

	 

 

	PROJECT NUMBER:
	PROJECT NAME:
	DATE:

	
	
	

	RFI NUMBER:

	TO:


	FROM:

  

 

 

 

 

	METHOD SENT:
	 FAX
	 MAIL
	 E-MAIL
	 
	 

	
	
	
	
	 
	 

	INITIATED BY:

	

	DESCRIPTION OF REQUEST:

 

 

 

 

 

 

 

 

 

	ADDITIONAL SUPPORT DOCUMENTS     ARE    ARE NOT    ATTACHED.

	

	DATE REQUIRED:

	

	DATE RESPONSE RECEIVED:

	

	RESPONSE FROM:

	

	RESPONSE:

  

 

 

 

 

 

 

 

 

 


Figure 5: Request for Information Form

STANDARD SUBMITTAL PROCEDURE

1. TYPES OF SUBMITTALS:  Three types of submittals are commonly encountered in construction: (1) shop drawings, (2) product data/cut sheets, and (3) samples.  Shop drawings reflect the manufacturer’s or equipment designer’s technical details for the product specified in the plans and specifications and usually include dimensions and quantities.  Product data/cut sheets provide information about the make, model, size, capacity, performance, and finish of a product specified in the plans and specifications.  Samples are physical representations of the specified product, such as paint color, brick finish, floor tile, metal roof style and color, and so on.  

2. SUBMITTAL PROCESSING PROCEDURE:
a. The Project Manager should review the plans and specifications to identify all of the submittals that are required by the contract documents and begin filling out the Submittal Log.   

b. While preparing purchase orders for the materials and equipment, the required type and number of submittals should be identified on the Purchase Order Form. 

c. When the submittal item is received from the subcontractor/supplier/vendor, the Project Manager should carefully review the submittal to make sure the proposed product conforms to the plans and specifications.

d. The front sheet of each submittal should be stamped with the company submittal stamp and initialed by the Project Manager to signal a review has been completed.

e. If binders of submittals are not required, the Project Manager should fill out a Submittal Transmittal Form and forward the proper number of copies to the customer for review and approval.  If binders are required, begin assembling binders of all submittals according to their CSI section.  The Submittal Log should be updated to reflect the date sent to the customer.

f. Once copy of each submittal should be retained for the files and one copy should be forwarded to the field.  Make sure the copies are marked with their preliminary status (such as, “DRAFT – For Information Only). 

g. Once the submittal has been reviewed and returned by the customer, one copy should be returned to the subcontractor/supplier/vendor, and the Submittal Log should be updated.

h. If the submittal was approved, one approved copy should be retained for the files and one copy sent to the field with the annotation, “APPROVED FOR CONSTRUCTION.”

i. If the submittal was rejected, the submittal process will have to be repeated.  

Figure 6: Standard Submittal Procedures

	COMPANY NAME

	COMPANY ADDRESS

	
	
	
	
	
	
	

	SUBMITTAL TRANSMITTAL FORM

	
	
	
	
	
	
	

	PROJECT NUMBER: __________________________________
	DATE: _______________________

	PROJECT NAME: ____________________________________________________________________

	CSI SECTION: _________________
	
	
	
	
	

	
	
	
	
	
	

	TO:
	
	FROM:
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	QTY
	SUBMITTAL DESCRIPTION
	FOR YOUR REVIEW
	FOR YOUR APPROVAL
	FOR YOUR FILES
	FOR INFORMATION ONLY
	DATE REQ’D

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	

	Please return _______ copies.
	
	
	
	
	

	Additional Comments: ________________________________________________________________

	____________________________________________________________________________________

	____________________________________________________________________________________

	____________________________________________________________________________________

	

	Signature: ___________________________________________
	
	
	

	Date: _______________________________________________
	
	
	


Figure 7: Submittal Transmittal Form

COMPANY NAME
COMPANY ADDRESS
COMPANY PHONE NUMBER

NAME OF NEW EMPLOYEE: _______________________________________________________

PROJECT NUMBER: ______________________________________________________________

PROJECT NAME: ________________________________________________________________

DATE OF EMPLOYMENT: ______________________

TODAY’S DATE: ______________________________

SUBJECT: Requirements and Expectations of Personnel Employed on Project Number ______________

The purpose of this letter is to notify you of special requirements and expectations of all personnel who will work on Project Number ____________________, entitled __________________________________.  The following requirements and expectations must be met as a necessary condition of employment:

1. This project requires weekly random drug testing, which will be conducted by a private company employed by the customer.  Any employee who fails a drug test or refuses to submit to a random drug test will be immediately dismissed from employment.

2. This project requires a complete background check and the use of a security badge at all times.  Employees who fail to exhibit their security badge, or who arrive at the jobsite without their badge, will be removed from the premises immediately.

3. Entry into certain parts of the facility will require an escort appointed by the customer.  Requests for escorts must be submitted 24 hours in advance.

4. The work hours for this project are Monday through Friday from 7:00 AM to 3:00 PM.

5. No privately owned vehicles or company vehicles will be permitted into the secure work area.  All employees must arrive at the security gate each morning no later than 6:45 AM to board a bus that will take employees to the secure work area.  All employees must be at the pickup point each afternoon at 3:15 PM to board the bus and be escorted out of the secure area.  Late employees will not be permitted into the secure area.

6. Employees may be monitored by closed-circuit television throughout the day.

7. Smoking will not be permitted inside the secure work area.

Please acknowledge your acceptance of the requirements and expectations of this project by signing and dating below.

I understand and accept the above terms of employment. 

_____________________________________________
______________________________

NAME
DATE

_____________________________________________
______________________________

WITNESS
DATE
Figure 8: Requirements and Expectations Letter

COMPANY NAME
COMPANY ADDRESS
COMPANY PHONE NUMBER

Subcontractor Representative

Subcontractor Company Name

Subcontractor Company Address

Subcontractor Phone Number

DATE:  December 1, 2005

SUBJECT:  Letter of Intent to Award a Contract

Dear Subcontractor Representative:

You have been selected as the successful bidder on Project Number __________, entitled _________________________________________________________.  Per our telephone conversation, we are in the process of developing a contract for the scope of work identified in your bid submission.  The contract amount will be $XXX,XXX.  

The purpose of this letter is to notify you of our intent to award a contract.  You can expect to receive the contract no later than January 1, 20XX.  You are authorized to proceed with the work identified in your bid submission.

Please feel free to contact me at (XXX) XXX-XXXX.  

Sincerely, 

Company Officer

Title

Figure 9: Letter of Intent

	COMPANY NAME

	COMPANY ADDRESS

	

	PURCHASE ORDER FORM

	

	DATE:

	P.O. NUMBER:

	PROJECT NUMBER:

	PROJECT NAME:

	
	
	

	TO:

	SHIP TO:
	(Home office or jobsite address)
	SHIP VIA  __ _ (jobsite) ___   F.O.B.

	REQUIRED SHIP DATE:

	
	
	

	QUANTITY
	DESCRIPTION OF ITEM(S)
	COST

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	NOTE:  MATERIAL SAFETY DATA SHEETS ARE REQUIRED WITH ALL SHIPMENTS

	

	SHIPPING INSTRUCTIONS:
	

	  

 

 

 

 

	

	ADDITIONAL REQUIREMENTS:

	
	
	

	1.  Submit _____ copies of shop drawings/details/performance data for review/approval

	2.  Submit _____ copies of O&M manuals or _____ copies of wiring diagrams for review/ approval

	
	
	

	NAME:
	NAME:

	SIGNATURE:
	SIGNATURE:

	DATE:
	DATE:


Figure 10: Purchase Order Form

 STANDARD BILLING PROCEDURE

1. TYPES OF BILLING:  Most larger projects will require progress billing, where a schedule of values (SOV) is developed to break down, and bill, portions of the work.  These procedures cover the progress billing procedure.  However, other types of billing that might occur include: requisitions, time and materials (T&M) pay request, cost plus pay request, and unit price billing.  

2. BILLING PROCEDURE:
a. The first step to the billing process involves the creation of a schedule of values that breaks down the work into discrete line items that can be tracked and billed.  The schedule of values (SOV) must be approved by the customer prior to the first billing cycle.

b. The accounting department will initiate the monthly billing process by distributing the previous month’s bill to the Project Manager for updating.

c. The Project Manager will update the percent complete of each line item on the SOV using a pen or pencil.  

d. The Project Manager returns the marked-up bill to the accounting department, who will then revise the percent complete in the accounting system and print a new bill.

e. The accounting department will obtain lien waivers from all subcontractors and suppliers who have line items on the bill.

f. The bill will be submitted to the customer for review, approval, and payment.

g. Once a month, the accounts receivable will be updated so that all Project Managers can view the most current payments received on their projects.

h. It is the Project Manager’s responsibility to follow up on open receivables on a weekly basis. 
Figure 11: Standard Billing Procedure


STANDARD PROGRESS UPDATE PROCEDURE

1. TYPES OF UPDATES:  Three types of reporting are common in construction: (1) summary progress update reporting, (2) labor productivity reporting, and (3) forecasting.  A summary progress report identifies estimated labor, materials, and other costs and compares them to current expenditures in order to highlight variances.  Labor productivity reporting identifies quantities installed, labor hours expended on the installation, and hours per unit and then compares actual productivity to estimated productivity.  Forecasting involves evaluating the current status plus all outstanding expenditures and predicting the cost and labor hours expended upon completion.

2. SUMMARY PROGRESS UPDATING PROCEDURE:
a. Summary progress reports can be accessed anytime through the accounting system.  When the budget was developed, the estimated line item values were entered into the system.  As labor, materials, and other purchase orders are expended, these expenditures are entered into the system so that the actual values can be compared to the estimated values.

b. Each week, timesheets are turned in and labor hours are recorded against various budget line items by the accounting department.

c. As purchase orders are paid, the paid value is entered against their associated line items in the budget.

d. The accounting system will automatically calculate the variance between the actual values and estimated values.  A negative variance indicates that the budgeted value has been exceeded.

e. Variances greater than 5% should be investigated by the Project Manager, and actions should be taken to address problems, such as poor productivity or disruptions to the work flow.

3. LABOR PRODUCTIVITY UPDATING PROCEDURE:
a. When the budget was developed, labor and quantities of materials were estimated for each budget line item.  The accounting system was thus able to establish estimated hours per unit and total cost per budget line item.

b. Each week, timesheets are submitted to the accounting department and labor hours are recorded against various budget line items. 

c. Furthermore, each week, the Project Manager and/or Field Supervisor should walk the jobsite to estimate the quantity of materials that have been installed.  These values are entered into the accounting system by the Project Manager or accounting representative.

d. Once the actual values are input into the system, the computer can calculate the actual productivity (hours per unit) versus the estimated.  

e. The Project Manager should then evaluate the variance and investigate differences that exceed 5%.  

Figure 12: Standard Progress Update Procedure 

STANDARD PROGRESS UPDATE PROCEDURE


4. FORECASTING PROCEDURE:
a. Both the summary progress update report and labor productivity report can be modified to permit forecasting of future costs at completion.  

b. It is the Project Manager’s responsibility to input forecasted costs and hours into the computer, with input provided by the field supervisor.

c. The Project Manager should review potential change orders, future equipment and material purchases, and expected labor productivity when preparing the forecast.  The forecast must account for outstanding costs plus any additional adjustment made for better/worse productivity, higher/lower material costs, gain/loss on changed work, etc.  The Project Manager should attempt to be as accurate and candid as possible.

d. Once the forecast has been completed, the Project Manager should evaluate whether the project is within budget, under budget, or over budget.  Adjustments may be necessary to get the project back on track if it is over the estimated budget or labor hours.

Figure 12: Standard Progress Update Procedure (continued)




















































































































































































































































































































































































































































































































































































































































































































