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The Consultant shall schedule physical arrangements for meetings throughout progress of the Work, prepare meeting agenda with regular participant input and distribute with written notice of each meeting, preside at meetings, record minutes to include significant proceedings and decisions, and reproduce and distribute copies of minutes within five Working Days after each meeting to participants and parties affected by meeting decisions.
The location of the meeting shall be a site office provided by the Contractor at the facility.
[bookmark: _Toc678975]Preconstruction meeting
The Preconstruction Meeting shall take place no later than ten Working Days after the issuance of the Commence Work Order.
Contractor shall be prepared to discuss the following subjects, as a minimum:
Required schedules.
Status of bonds and insurance.
Sequencing of critical path work items.
Progress payment procedures.
Project changes and clarification procedures.
Requirements for use of site, access, site signs, office and storage areas, security, utilities, hoarding and temporary facilities.
Major product delivery and priorities.
Contractor’s safety plan and representative.
Contractor’s environmental management plan
Requested submittals.
Quality Control Plan.
Permits obtained by the Owner.
Permits obtained by the Contractor.
Submittal procedure
Attendees will include:
1. Owner’s representatives.
Contractor’s Project Manager.
Contractor’s resident superintendent.
Contractor’s quality control representative.
Subcontractors’ representatives whom Contractor may desire or Consultant may request to attend.
Consultant’s representatives.
Others as appropriate.
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Consultant will schedule recurring bi-weekly progress meetings at site to review the following:
1. Health and safety issues
Review of any comments on the previous meeting summaries,
Review of the progress of the Work including comments regarding the progress schedule
Schedule and status of Shop Drawing and sample submittals
Status of Contractor-issued requests for information
Status of Owner-issued requests for quotation
Status of change orders
Status of Contractor claims
Status of payment certificates
Other matters needing discussion and resolution
Attendees will include:
1. Owner’s representative(s), as appropriate.
Contractor’s representatives. Contractor’s project manager must attend.
Subcontractors, and Suppliers, if requested by Consultant or Owner.
Others as appropriate if requested by Consultant or Owner.
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Scheduled by Consultant on regular basis and as necessary to review test and inspection reports, and other matters relating to quality control of the Work and work of other contractors.
Attendees will include:
1. Contractor’s Project Manager and Site Superintendent.
Contractor’s designated quality control representative.
Subcontractors and Suppliers, as necessary.
Consultant’s representatives. 
Owner’s representatives.
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Contractor will schedule recurring monthly meetings at site to review specific and/or technical requirements of work.
Attendees will include:
1. Contractor.
Owner.
Subcontractor/Installer.
Consultant’s representatives.
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Schedule and attend startup meetings as organized by the Consultant. The first such meeting shall be held prior to submitting the Facility Startup Plan, as specified in Section 01 91 00 – Commissioning, and shall include preliminary discussions regarding such plan.
Agenda items shall include, but not be limited to: 
.1 Content of Facility Startup Plan.
.2 Co-ordination needed between various parties in attendance.
.3 Potential problems associated with startup.
Attendees will include:
1. Contractor.
Contractor’s designated quality control representative.
Subcontractors and equipment manufacturer’s representatives whom Contractor deems to be directly involved in facility startup.
Consultant’s representatives. 
Owner’s representatives.
Others as required by Contract Documents or as deemed necessary by Contractor.
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In accordance with Contract Documents and as may be required by Owner and Consultant.
The Owner reserves the right to call additional site meetings, or to request the attendance of particular personnel at any meeting.
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