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	Pre-Construction Agenda



Pre-Construction Meeting Agenda

Facilities Management
Project Name
Project Number
A. Introduction (Sign-in sheet)
B. Parking and Transportation (Contractor Parking Info)
· Contact Project Manager for information.
C. Comments from User & Building Coordinator
D. Topics of Discussion from Office of Facilities Management:
· Emergency Call List

Before starting project, each contractor must submit three (3) names with cell phone numbers for emergencies.  If there will be a job trailer, the job phone must also be listed.

· Requests for Payment
a. Invoice and HUB Report must be submitted to the Business Services via mail or to poinvoic@mail.uh.edu.   If a discrepancy in the invoice is found, the Project Manager will issue a Returned Invoice Transmittal and copy the assigned Financial Assistant.  
b. All reimbursements require back up documentation (Travel expenses are not normally considered reimbursable. If a service contract has this term built in, it must follow the UH Travel Reimbursement Guidelines). 
c. Payments on invoices are processed no later than 30 days from receipt and acceptance.  
· Materials Stored At and Off Site
All stored materials will be paid (with a copy of invoice(s) from the supplier attached to each copy of the Payment Request) at 85% of cost.  Written pre-authorization of purchasing and storing material is required from the Project Manager.
· Definition of the Project Site
Confirm project limits, site access, staging areas, and parking requirements.
· Change Orders

The contractor is responsible for the initiation of the change order form.  Change Order must be fully executed prior to the commencement of the additional or changed scope.  
             A.
The UH "Request for Information" form (RFI) will be used by the General Contractor to document his request for clarification, information or to address any problem arising during the course of construction.  The RFI will be addressed to the Project Manager and/or Architect, who will prepare the necessary response.

B.
Contract changes which involve a change of scope and contract price will be initiated in writing as a request for change.  The University project manager, Project Architect, or the Contractor may identify a need for a request for change.

Once the need for a request for change has been identified and agreed upon by the Project Architect and University Project manager, the project manager will authorize the change order to be forwarded to the appropriate signature authority.

The Project Architect and project manager will prepare the written request for change if the change was initiated by owner / client, addressing the original and four (4) copies to the Contractor, with one (1) copy to the University project manager, and one (1) copy to the University client.  All requests must be signed by the Project Architect and or project manger with a distribution list.

Upon receipt of a Change Proposal, the University Project Manager will review the cost for acceptance or rejection.

If the Change Proposal is rejected by the project team, the UH Project Coordinator will take the appropriate action to resolve questions or reject the Change Proposal.

If the Contractor's Change Proposal is accepted by the UH Project Manager, the UH Project Manger will prepare the Change Order, describing the work and listing the dollar value of the work and any time extension granted.

After the UH Project Manger prepares the Change Order, he will route two (2) originals through his office for signatures and finally back to his office for required University signatures.

After total execution of the Change Order, the UH Project Manager will retain one (1) original and distribute one (1) original to the Contractor and University contracts administrator.

C.
Contract changes, which do not involve a change of contract price, will be documented by a Clarification.

The UH Project Manager will prepare Clarifications, addressing the original and five (5) copies to the Contractor, with two (2) copies to University Project Manager, and one (1) copy to University contracts administrator.  All such Clarifications must be signed by the Project Manager and show distribution.

Upon receipt of a Clarification, the Contractor will review and if the Clarifications will not result in an increase in price, he will check "Receipt Acknowledged" and "Proceeding".  He will then sign and send a copy to the University Project Manager, and University campus representative.

No work shall be done as part of the Clarification until acceptance of Contractor's Change Proposal, unless authorized by the University by contract change document.

· Procedures for Monthly Pay Request
A.
The Contractor will prepare and submit to the University Project Manager, a Schedule of Values based on a breakdown of the contract price, itemizing material and labor for the various classifications of the work.  This Schedule, after approval, will be used for the basis of the regular monthly Payment Request and will only be changed as Change Orders are added or deducted.

B.
Payments will be made to the Contractor upon monthly certificates in the amount, less retainage, of the work installed.

C.
The Contractor's Project Manager should review a rough draft of the monthly Payment Request with the Project Architect and UH Project Manager, and agree to the percentages of completion prior to submitting the Payment Request in its final form.  The Payment Request will then submit two (2) copies to the UH Project Coordinator with a copy to the Project Architect.  The Project UH Project Manager will review the Payment Request.  If correct, the UH Project Manager will submit the Payment Request for processing.

· Completion of Project/Closeout Documents

At completion of project, the University will require inspection.  At this time, all instructions for       equipment and maintenance manuals should have been delivered.  Before final payment can be released       to contractor a Payment Release Affidavit, Certificate of Contract Completion and Certificate of       Warranty Commencement will be required.  
.
· Start Date

Contractors will receive a Notice to Proceed with start and completion dates.

· Channel of Communications






All communications shall be through the representative of the Architect/Engineer (A/E) and in turn to the University Project Manager.

· Sexual Harassment

Contractors should caution their people about proper conduct on the campus. Any poor reports, which can be substantiated, will result in removal of person(s) from project.

· Nonsmoking vs. Smoking Policy

All University buildings are smoke free.  Smoking will not be permitted in any indoor area (mechanical rooms included) or on rooftops.  The entire Medical Center campus is tobacco-free.  Contractors should refer to the Tobacco Free Zone Map in the Project Manual for more information.
· As-Builts

Each contractor shall keep an accurate record of all deviations from contract drawings and specifications for submission to the University at the end of the project.  All instructions for equipment and maintenance manuals (O & M’s) shall be delivered at the end of the project.

· Paperwork Posting Requirements

Post necessary paperwork (EEO information, prevailing wage rates, Worker’s Compensation Certificate, Building permit, etc.) in trailer or other easily accessible location.

· Site Utilization

a. Storage

b. Trailer Space Availability

c. Traffic Control

d. Deliveries and Scheduling

e. Temporary Facilities

· Safety – Accident Prevention and Security

In case of emergency: Call University Police713-743-3333, or 911.  See bottom of Emergency Call List for other important numbers.

· Visitors To The Site

No visitors will be permitted on site.  Contractor is responsible to enforce.

· Utilities or Service Interruptions

University of Houston must have written notice on any utilities or service interruptions.  FAX a Letterhead Request to the Plant Operations Service Center (173-743-4948) 2 weeks prior to have utilities marked.  The Letterhead Request should state that the requesting contractor will reimburse the University for this service.  Call 713-743-5797 for any public utilities that may run through campus.

· Clean Up and Trash Removal

Project must be cleaned each day.

· Test Procedures and Reports

Copies of test procedures and reports will be given to the Architect/Engineer (A/E) and in turn delivered to the University Project Manager.

· Progress Schedule

Progress schedule must be submitted within 30 days of contract.

· Shop Drawings

Consult with University Project Manager – Number of Approved Copies is Project Specific 

· Color Schedule

Color schedule will be approved by the University Project Representative.

· Job Meetings

Contractors and Architect/Engineer (A/E) should agree upon a time and place for job meetings, which shall then be the same day and hour of the week for the duration of the work.  The Architect/Engineer (A/E) takes minutes and will e-mail minutes to the Project Manager and Contractors.

· Other Related Matters
The attached forms represent the University of Houston documents used during the administration of all construction contracts.

Additional copies may be obtained through the Project Manager, Facilities Management, General Services Building.

Attachments:

Outline for Construction Meeting Minutes




Agenda for Construction Meetings




Submittal Form




Request for Information Form




Change Proposal Form

Allowance Expenditure Authorization




Change Order Form




Schedule of Values Form




Construction Payment Request Form

· Closing Comments

· Questions

· Adjourn
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