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Project Meetings


Use this Section to specify administrative and procedural requirements for various types of project meetings.

This Master Specification Section contains:

.1
This Cover Page
.2
Specification Section Text:

.1
Related Sections

.2
Pre‑Construction Meeting

.3
LEED Program Meeting

.4
Construction Progress Meetings

.5
Pre‑Facility Start‑Up Meetings

.6
Facility Start‑Up Progress Meetings

.7
Warranty Meetings

The amount of detail required to adequately and appropriately specify "Project Meetings" is a variable, depending on project size and complexity.  This Section is appropriate for projects of medium to large size and complexity.  This Section is not appropriate for small, simple projects, where the requirements for project meetings can easily be reduced to a single paragraph elsewhere in Division 01.  Conversely a very complex project or a project involving work in an occupied facility may require amplification of this Section to include for:

.1
Pre‑installation meetings.

.2
Coordination meetings.

.3
Pre‑construction briefing of Contractor's personnel.

.4
More detailed listing of required agenda items.

.5
Etc.

Always include this Section when facility start‑up procedures are specified (Section 01 91 01).

Coordinate and confirm requirements specified in this Section (eg. meeting frequency, location, attendees, etc.) with whoever will be responsible for contract administration.

1.
RELATED SECTIONS

SPEC NOTE:  Delete this article if Facility Start‑Up procedures are not specified (Section 01 91 01).

.1
Construction Schedules:
Section 01 32 16.


OR

.1
Network Analysis Schedule:
Section 01 32 17.

.2
Contractor Start-Up Report Forms:
Section 01 33 35.

2.
PRE‑CONSTRUCTION MEETING

.1
Schedule a pre‑construction meeting within 15 Days after date of commencement of the Contract and prior to commencement of activities at the Place of the Work.

.2
Purpose:  to review personnel assignments, responsibilities, and administrative and procedural requirements.

.3
Location:  Infrastructure offices.

.4
Meeting Chaired By: the Province’s representative.

.5
Attendees:

.1
Contractor's representatives: Contractor's senior management, Contractor's project manager, Contractor's site superintendent, representatives of major Subcontractors, 
.2
Province's representatives:  as determined by the Province.

SPEC NOTE:  Include the following clause for LEED projects.

.3
LEED Coordinators (Province’s, Consultant’s, Contractor’s representatives) and others as necessary.

.6
Agenda:

.1
Introduction of the Province's and Contractor's representatives.

.2
Review of significant contractual responsibilities and administrative and procedural requirements.

SPEC NOTE:  Include the following clause for LEED projects.

.3
LEED Program:  Requirements, administration, procedures, submittals and coordination.

.4
Other business.

SPEC NOTE:  Include the following clause for LEED projects.  LEED meetings may be immediately before Construction Progress Meetings.

3.
LEED MeetingS

.1
Schedule LEED pre-construction and progress meetings to monitor LEED program progress, submittals, coordination issues, identify problems, implement solutions, and to monitor the LEED deliverables progress.

.2
Schedule:

.1
Pre‑construction Meeting: within 15 Days after date of commencement of the Contract and prior to commencement of activities at the Place of the Work.  Meeting is to form part of the Pre-Construction Meeting.

.2
LEED Progress Meeting:  Every [15][30] days.

.3
Meeting Attendance:

.1
Pre-Construction LEED Meeting:  Mandatory for all Contractor, Sub-contractors, Consultant representative(s), LEED coordinator representatives, and Province’s representative(s).

.2
LEED Progress Meetings: Attendees shall be Contractor’s representative including senior management, project manager, site superintendent, representatives of all Sub-Contractors, LEED Coordinators (Province’s, Consultant’s, Contractor’s representatives), and others as necessary, plus the Province’s representative. 

.4
Meetings will be chaired by the Province’s representative.

.5
LEED Pre‑construction Meeting Agenda:

.1
Provide overview of LEED rating system, requirements, goal, prerequisites, points, submittal requirements, individual responsibilities, and coordination. 

.2
Review contractual responsibilities in relation to LEED.

.6
LEED Progress Meetings Agenda: 

.1
Review minutes from previous meeting.

.2
Review previous minutes and present new agenda.

.3
Review submittal progress, schedule and coordination issues.

.4
Review environmental issues.

.5
Review Waste Management and Disposal progress, reporting and issues.

.7
The Province's prime consultant’s LEED Coordinator will record minutes and distribute copies to attendees within seven Days after meeting.

4.
CONSTRUCTION PROGRESS MEETINGS

.1
Schedule regular construction progress meetings during the course of the Work.

.2
Purpose:  to monitor construction progress and to identify problems and action required for their solution, to expedite the Work.

.3
Frequency:  every [two weeks] [     ], or as otherwise directed by the Province.

.4
Location:  Contractor's site office.

.5
Attendees:

.1
Contractor's representatives: Contractor's project manager, Contractor's site superintendent and when so requested by the Province, Subcontractors, suppliers and other parties involved in the Work.  Contractor's representatives shall be qualified and authorized to act on behalf of the party each represents.
.2
Province's representatives: as determined by the Province.

.6
Meeting Chaired By:  Province’s representative.

.7
Agenda:

.1
Review and approval of minutes of previous meeting.

.2
Review of items of significance that could affect progress.

.3
Other topics for discussion as appropriate to current status of the Work.

.8
Minutes:  the Province's prime consultant will record minutes and distribute copies to all attendees within seven Days after meeting.

5.
Commissioning (PRE‑FACILITY START‑UP) MEETINGS

SPEC NOTE:  Delete this article if Facility Start‑Up procedures are not specified (Section  01 91 01).

.1
Commissioning (Pre‑Facility Start‑Up) meetings shall be held from the start of the Work until the Contractor Start‑Up subschedules specified in Section [01 32 16] [01 32 17], and the Contractor Start‑Up report forms specified in Section 01 33 35, have been approved by the Province.

.2
Purpose:  To monitor development of Contractor Start‑Up subschedules and Contractor Start‑Up report forms.

.3
Frequency:  Every [two weeks] [     ], or as otherwise directed by the Province.

.4
Location:  Contractor's site office or other location agreed to between the Province and Contractor.

.5
Attendees:

.1
Contractor's representatives:   Contractor's project manager, Contractor's site superintendent, mechanical and electrical Subcontractors, Commissioning Agent and when so requested by the Province, Sub‑subcontractors, suppliers and other parties involved in the Work.  Contractor's representatives shall be qualified and authorized to act on behalf of the party each represents.

.2
Province's representatives:  as determined by the Province.

.6
Meeting Chaired By:  Province’s representative.

.7
Agenda:

.1
Review and approval of minutes of previous meeting.

.2
Review of progress of Contractor  Start‑Up subschedule preparation.

.3
Review of progress of Contractor Start‑Up report form preparation.

.4
Identification of problems impeding progress.

.5
Other business.

.8
Minutes:  Same as construction progress meetings.

6.
Commissioning (FACILITY START‑UP) PROGRESS MEETINGS

SPEC NOTE:  Delete this article if Facility Start‑Up procedures are not specified (Section 01 91 01).

.1
Commissioning (Facility start‑up) progress meetings shall be held during Facility Start‑Up.

.2
Purpose:  to monitor commissioning (Facility Start‑Up) progress and to identify problems and action required for their resolution, to expedite Facility Start‑Up.

.3
Frequency:  every [two weeks] [     ], or as otherwise directed by the Province.

.4
Location:  same as Commissioning (Pre‑Facility Start‑Up) meetings.

.5
Attendees:  same as Commissioning (Pre‑Facility Start‑Up) meetings.

.6
Meeting Chaired By:  Province’s representative.

.7
Agenda:

.1
Review and approval of minutes of previous meeting.

.2
Review of Commissioning (Facility Start‑Up) progress.

.3
Identification of problems impeding progress towards achievement of Commissioning (Facility Start‑Up) milestones.

.4
Review of outstanding Contract Deficiencies.

.5
Review of Change Orders and Requests for Proposals.

.6
Other business.

.8
Minutes:  same as construction progress meetings.

7.
WARRANTY MEETINGS

.1
Warranty meetings shall be held between Final Acceptance of the Work and Total Completion of the Work.

.2
Purpose:  to bring to Contractor's attention Contract Deficiencies identified during warranty period, determine action required for their correction, and monitor progress of Contract Deficiency correction.

.3
Frequency:  called by the Province on an as‑needed basis.

.4
Location:  as agreed to between the Province and Contractor.

.5
Attendees:  same as construction progress meetings.

.6
Meeting Chaired By:  Province’s representative.

.7
Agenda:

.1
Review and approval of minutes of previous meeting.

.2
Review of progress of Contract Deficiency correction.

.3
Identification of problems impeding Contract Deficiency correction.

.4
Review of outstanding Contract Deficiencies.

.5
Other business.

.8
Minutes:  same as construction progress meetings.
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