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Date and Time
Location
PROJECT INTRODUCTION:

“List project title here”

Pass around sign-up sheet for registering attendees.

PERSONAL INTRODUCTIONS:

Insert your name here, Project Manager
Special Guest(s) (i.e.: the University client, A/E Consultant(s)).
CONSTRUCTION AREA:

A construction area will be established for the Contractor’s use.  A staging area can be set up Insert Location Here.  The use of campus dumpsters is prohibited.  Each Contractor is responsible for their own waste removal.
PARKING & TRAFFIC:

Contractor parking shall be limited to Insert Parking Lot Location.  Parking passes will be issued to the Contractor for these lots.  The Contractor is to notify the Project Manager of the required number of passes.  
Watch for students, faculty, and staff when driving on campus.  Contractor vehicles are not allowed in the restricted traffic zone areas identified in red on the attached campus map from 10 A.M. until 2 P.M. during normal university business days.  Extreme caution should be used in zones known for having high pedestrian traffic along public or Missouri State University streets from 10 A.M. until 2 P.M. during normal university business days.
Parking along the street, on the lawn, at entrances to facilities, on bike paths, or sidewalks is prohibited unless you are delivering equipment, materials or supplies where no other option exists.  If a university vehicle space is not available in the immediate area of where the work is being performed, the driver may park the contractor service vehicle in an area that is deemed safe to unload. Once the contractor service vehicle has been unloaded, the driver must find a valid parking space in a parking lot for the contractor service vehicle.
Bicycles must be parked in the designated bike racks and motorcycles/scooters must be parked in the designated parking lot with an authorized Contractor parking pass.

BUILDING ACCESS:

The building will be occupied during the construction.  The General Contractor will be issued keys for access to construction areas and the Contractor will be responsible for securing the area after hours.
MATERIAL DELIVERY AND STORAGE: 

The Contractor is responsible for receiving and off-loading deliveries.  The Owner will not sign for deliveries and the storage of all materials shall be confined to the designated construction area.

PROTECTION OF EXISTING CONDITIONS:

The site shall be maintained in a neat, clean, and organized manner.  Corridors, stairs and public areas shall remain unobstructed from construction materials, equipment or debris.  The Contractor will be responsible for protecting existing trees and other items on the campus, which are to remain.  The Contractor will protect elevators while in use as well as public restrooms throughout the duration of the project.  The Contractor will repair any damage to the Owner’s satisfaction.
WorkERS:

Workers shall be courteous and polite at all times; obscene language, gestures, etc. will not be tolerated.

TOBACCO USE POLICY:

Missouri State University strives to ensure a healthy learning and working environment by promoting a culture of health and wellness. Missouri State University is a tobacco free campus.  Refer to the tobacco free website at www.missouristate.edu/tobaccofree for more information and for designated smoking areas around the perimeter of campus.
MASKING:
Workers must adhere to Missouri State University’s masking policy.  Masks are required to be worn in certain buildings on campus and enforced under Article 33 – Protection of Work and Property of the General Conditions.  

UNMANNED AIRCRAFT SYSTEMS, DRONES AND OTHER MODEL AIRCRAFT:

Consultants and Contractors seeking to use an unmanned aircraft systems (UAS) for official university purposes, on or off of the university’s campuses (e.g., research, instruction, marketing) must submit to Planning, Design and Construction an application for UAS use. Applicants must satisfy all Federal Aviation Administration requirements regarding the operation of the UAS, including the necessary pilot certification prior to UAS use. Additional information is available at General Counsel’s website and at www.faa.gov/uas/. Requests for UAS use will be approved through the general counsel’s office and the department of university safety, in consideration of federal and state law regarding the operation and regulation of UASs.
TEMPORARY UTILITIES:

The Contractor is responsible for establishing any temporary utilities needed for the project and removing those utilities at the close of the project.  The Contractor may use the existing power and water to the building if desired.
UTILITY LOCATES:

The Request for Utility Locate form is no longer necessary. When a contractor notifies Missouri One Call of the need for utilities to be located near our campus, both Facilities Management and Networking and Telecommunications are notified automatically.  
SUBCONTRACTOR REQUESTS:

The Contractor is responsible for providing an updated Subcontractor and major material supplier list to the University and any subsequent changes require prior written approval of the Owner. Proper notification and approvals allow the University to notify the Missouri Department of Labor and Industrial Relations, Division of Labor Standards, of changes in the workforce and will help facilitate the administration of project closeout.
PROJECT TIMETABLE:

The Contractor shall submit a construction schedule and take into consideration the Owner’s use of the building and any event or classes that may be scheduled.  Subsequent changes to the project schedule must be updated and communicated to the University on a regular basis.    
PROGRESS MEETINGS:  

All parties should be aware that periodic progress meetings will be established for the project and discussions regarding submittals and project closeout will be a priority.  Management personnel from the General Contractor and applicable Subcontractors should be in attendance and meetings should be reflected in the construction schedule along with milestone dates.

Request for Inspections and Utility INTERRUPTIONS:  

Please be aware of the time frame required for advance notice on these items.  These are on the forms included in the project manual in “Appendix A”.

COMMUNICATION:

The University must be kept informed of progress, problems, changes, etc. on the project.  Insert Your Name Here is the contract person for the University.  Questions regarding interpretation of the plans may be addressed directly to the Consultant but the University should be kept informed of such interpretations, so they have a clear understanding of the final product.

REQUESTS FOR PAYMENT:

Per Article 49 of the General Conditions, applications shall be on the AIA G702 form or its equivalent and each shall have an original signature and notary seal on it. If requested, receipts or other vouchers showing Contractor’s payments for materials and labor including payments to Subcontractors shall be included.  The Owner shall retain five (5%) percent of the amount of each such estimate until Final Completion has been established and all closeout documents have been accepted by the Owner. 
When a Consultant is involved, the Contractor shall submit an electronic payment application directly to the Consultant for review and approval, including Planning, Design and Construction on the electronic communication. At the same time, the Contractor shall provide to Planning, Design and Construction a copy of all lien waivers, and all payroll information. Lien waivers and payroll information do not need to go to the Consultant.
The Consultant will review the application and either modify as necessary, or when acceptable, approve the request by signing the electronic payment application. The Consultant will then send the approved electronic payment application directly to Planning, Design and Construction, and forward an electronic copy of the approved pay request to the Contractor to keep the Contractor informed of the approval process.
If there is not a Consultant on the project, the Contractor shall submit an electronic application directly to Planning, Design and Construction for review and approval.
There is approximately a 2 to 3 week turn around for the pay request from the time of approval by the University Project Manager.
SHOP DRAWINGS & SUBMITTALS:

Submittals shall be sent directly to the Project Manager at Planning, Design & Construction. 

OR

Submittals shall be sent directly to Consultant with a copy of the transmittal sent to the Project Manager at Planning, Design & Construction. The Consultant will review the submittals and return them to the Contractor with the appropriate notations.  The Consultant will send three copies of the processed submittals to Planning, Design & Construction for our files.  (See submittal procedure policy.)
OR
Submittal Exchange is being utilized on the project and this electronic service is provided directly by the University. The Contractor and Subcontractors will be granted electronic access and project shop drawings and submittals will be maintained thru the system.  It is the responsibility of the Contractor to meet the submission requirements of the project and unless specifically requested, paper documentation will not be necessary.
PROJECT CLOSEOUT:
The University is very interested in closing construction projects out in a timely manner.  In an effort to be more proactive in this process, Contractors must be aware of the items required before final payment will be processed.  In addition to the required submittals outlined in the project manual, the following items are required prior to final payment:

1) Operation and Maintenance Manuals

2) Warranties

3) Record Drawings

4) Final Lien Waivers from all persons supplying material or services

5) Weekly Certified Payroll Reports from all contractors supplying services
6) Affidavit for Compliance with Prevailing Wage from all contractors supplying services  

7) Final Payment Application and supporting documentation

8) Keys returned to Key Control
COMMENTS FROM (CONTRACTOR):
QUESTIONS:
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KICK-OFF MEETING OUTLINE
Preconstruction Meeting

Project Name, Location
Date and Time
Room, Building
NAME
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CONTACT INFORMATION
	Project Manager
MSU
email@missouristate.edu
417-836-5101
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