


SECTION 01312 - PROJECT MEETINGS


1.1	SUMMARY


A.	Section Includes:


Pre-Construction Meeting     Pre-installation conferences     Progress meetings


Requests for information (RFI)


1.2	PRE-CONSTRUCTION MEETING


A.	Owner, Architect, and Contractor schedule date and time for a Pre-Construction Meeting, preferably held at jobsite, as soon as possible after Contractor receives signed contract or Notice to Proceed to review responsibilities and procedures.


B.	Attendees: Owner, Architect, Contractor, and subcontractors, suppliers and consultants deemed necessary by Contractor and Architect. Attending subcontractors, suppliers, and manufacturers represented by persons authorized to conclude matters relating to the Work.


C.	Agenda: Discuss significant items that could affect progress, including following:


1.	Methods to reduce possible adversarial actions between parties and methods to maintain communication and cooperation.


2.	Hazardous materials.


3.	List of subcontractors and suppliers.


4.	Construction Progress Schedule including critical scheduling requirements; determine date of publication.


5.	Contractor requirements.


6.	Design-Build requirements, if applicable.


7.	Procedures for Contractor’s RFIs. (See Article 1.5 of this Section.)


8.	Procedures for processing shop drawings, product submittals, field decisions, and change orders.


9.	Procedures for maintaining project record documents, security, safety, deliveries, housekeeping, and first aid.


10.	Procedures of work forces and working relations with Owner’s staff and others.


11.	Use of site for parking, staging, storage, temporary buildings, and construction activities.


12.	Schedule future meeting dates and times.


1.3	PRE-INSTALLATION CONFERENCES


A.	Conduct Pre-Installation Conference before each activity that requires coordination with other construction activities. Specification Sections requiring Pre-Installation Conferences include:


04211 - Brick	**EDIT LIST OF SECTIONS REQUIRED**


07100 - Dampproofing and Waterproofing     	07190 - Water Repellents


07240 - Exterior Insulation and Finish Systems (EIFS)    07510 - Built-Up Bituminous Roofing


07540 - Thermoplastic Membrane Roofing     07840 - Firestopping


B.	Attendees: Architect, Contractor, subcontractor/installer involved, manufacturer’s representative if required by manufacturer or these specifications. Code enforcement personnel if required by local codes (example: Section 07840, Firestopping.)


C.	Agenda: Review progress of other activities and preparations for activity under consideration, including time schedules, manufacturer's preparation and installation recommendations, safety requirements, weather limitations, substrate acceptability, compatibility problems, and inspection and testing requirements.


D.	Contractor records significant discussions, agreements, and disagreements of each conference. It is recommended that this meeting be held either preceding or following a Progress Meeting.


1.	Number and record meetings sequentially.


2.	Distribute meeting record to concerned parties, including Architect and Owner, within 72 hours after meeting.


1.4	PROGRESS MEETINGS


A.	Architect conducts progress meetings at regularly scheduled intervals as determined. Architect prepares agenda and provides meeting minutes, usually in Observation Report format.


B.	Progress meetings, weekly or as scheduled, conducted at jobsite. Meeting dates and times scheduled at Pre-Construction Meeting indicated in paragraph 1.2-C.12 above.


C.	Attendees include Owner, Architect, Contractor, and Consultants and subcontractors deemed necessary by Architect and Contractor.


D.	Agenda: Discuss agenda requirements listed for Pre-Construction Meeting in paragraph 1.2-C above.


1.	Review construction progress schedule.


2.	Review latest Progress Meeting Report for accuracy. Correct inaccurate items.


3.	Review RFI log and Change Order requests for current status.


E.	Architect distributes written Progress Meeting Report of each meeting to concerned parties, as determined, within 72 hours.


1.5	REQUESTS FOR INFORMATION


A.	When field conditions or contents of Contract Documents require clarification or verification by Architect, following procedure is required:


1.	Present item or items requiring clarification /verification at Progress Meeting for discussion. (For critical or emergency items, contact Architect at once.)


2.	If it is determined that item or items do not require written RFI submittals, Architect includes clarification/verification determination in Progress Meeting Report.


3.	If it is determined that item or items do require written RFI submittal, prepare each RFI on a copy of form bound in at end of this Section. Design Clarification/Variation Request (DCVR) and other forms are unacceptable.


4.	Number RFIs sequentially from 1.


5.	Record each RFI in a log, identifying each by RFI-#, subject, date submitted, date of response, and disposition.


B.	Route and copy RFIs in same manner as correspondence.


C.	Architect responds to submitted RFI’s within seven days in space provided on RFI form. If change order is indicated, change order request also listed or attached.


D.	If agreement regards clarification/verification acceptable to both parties cannot be reached, see General Conditions and Supplementary Conditions for procedures to resolve conflict.


END OF SECTION
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