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DEPARTMENT OF ADMINISTRATION



 REAL ESTATE AND CONSTRUCTION SERVICES

309 Administration Building

50 Sherburne Avenue
St. Paul, Minnesota 55155
Voice:
(651) 201-2550
TTY:
(800) 627.3529

FAX:
(651) 215.6245
www.admin.state.mn.us/recs


PRE-CONSTRUCTION MEETING CHECKLIST

Project Name:
Location:


RECS Project Number:

Date:


A.
Project Directory


Sequence of Communication for Changes in Scope of Work, Contract Amount or Construction

1)
Contractor 



2)
Consultant 
a) Contact Name 



a)  Contact Name
a) Phone




b)  Phone
b) Email




c)  Email


3)
RECS   




4)  
Agency
a) Contact Name



a)  Contact Name
b) Phone




b)  Phone
c) Email




c)  Email
5)
Facility 
a) Contact Name

b) Phone

c) Email
B.
Construction Time Table

1)
Notice to Proceed

a)
Date

2)
Substantial Completion

a)
Date

b)
Liquidated Damages

3)
Final Completion

c)
Date

b)
Liquidated Damages
C.
Construction Progress Reports

1)
By Consultant

a)
Construction Meetings

1)
Schedule

2)
Distribution List

b)
Field Visits

2)
Distribution List

D.
Supplemental Agreements (change orders)
1)
Changes in Scope and Amount

a)
Required Breakdown

Sub-Contractors

Material quantity x unit cost = material cost

Plus Tax, plus 5% for O&P

Labor quantity x hourly rate = labor cost, plus 10% for O&P

Subtotal
General Contractor


O & P for self-performed work is same as subcontractor


Plus 5% for O&P on subcontractor costs

Subtotal

Bond

Total

2)
Extensions of Time and Claims
a)
21 Day Notification

3)
Procedure for SUPPLEMENTAL AGREEMENTS (change orders)
a)
Cost breakdowns and total cost of changes are submitted to the A/E for approval.
b)   A/E prepares Supplemental Agreement, sends to contractor for signature.



c)  A DE (Developing Encumbrance will be issued to proceed with work)



      and approvals are to follow protocol from State PM to A/E to Contractor.


d)  30 Day time limit to execute the final Supplemental Agreement-Contractor will need to                   obtain subcontractor cost breakdowns and submit to A/E.


e)  The SA must be executed BEFORE contractor bills for / requests payment.



f)  When submitting for payment of SA work – include the DATE WORK STARTED 




See page 2 of the payment request form.


g)  Reminder to Consultant that they must obtain approval via a SA to their contract prior to performing or incurring any additional fees or costs.
E.
Submittals / Submissions by Contractor

1)
Schedule of Values

2)
Schedule of Work
3)
Prevailing Wages & Reporting (Submit payroll information every 14 days to State website)
4) 
Sub-Contractors and Suppliers

5)
Construction Schedule and Construction Progress Schedules
6)
Cost Breakdown

7)
Shop Drawings

a) Submission Procedure

b) Reviews and Approvals

8)
Material Safety Data (M.D.S.) Sheets
9)  
Waste Management and Recycling Plan 

10) 
Safety Program  - Including “Hot Works” Program are required
F.
Quality Assurance

1)
Testing during Construction
2)
Mock-ups during Construction
3)
Guarantees/ Warranties
a)
Standard One Year

b)
Roofing (if applicable)

c)
All other Applicable Items


4)
Other:  3rd party observations during construction or mock-ups (if applicable)
G.
Temporary Facilities   (Consultant to review with facility prior to bidding)
1)
Parking

2)
Toilets

3)
Construction Limits & Access

4)
Electricity

5)
Water

6)
Heat

7)
Trailers

8)
Telephone

9)
Other
10)
Capitol Complex guidelines.  (For projects on the Capitol Complex) 
H.         Additional Concerns & Items

1)
Signing for Deliveries

2)
Damage repair 
3)
Recycling: On site

4)
Clean-up/trash removal

5)
Owner furnished items and work

6)
Respect for others

7)
Security

8)
Hazardous Materials

I.
Progress Payment Requests

1) Timing

2) Consultant approval 


Verification that field changes are recorded and up to date on record copy at site prior to approval of pay requests

2)
Retainer Percentage

3)
Supplemental Agreements  -  See paragraph D above.
4)
Signature-Agency Representative

5)
Final Pay Request

a)
Punch List

b)
Tax Form (IC-134)

c)
Consent of Surety

d)
Manufacturers Guarantees / Warranties
e)
Maintenance Manuals
f)
Training
g)   Jobs Report (jobs created or retained as a result of this project)  [applies to GO Bond fund projects)
J.
Certificate of Substantial Completion As Builts / Record Documents
1)
Contractor - Record to Consultant

2)
Consultant - Execute per agreement

K.
Tenth Month Review

1)
Warrantee Items submitted by  enter date: _______

2)
Follow Channels of Communications

3)
All Items completed prior to termination of Warranty Period

L.   
RECAP of important CONTRACT REQUIREMENTS  (all related instructions and forms are in     contract front-end)

1)   Prevailing Wage Reporting required and posting on jobsite. OT if working past 8 hrs/day, wkend

2)   Jobs Reporting required for jobs created or retained (applies to GO Bond funded projects)


3)   Dept of Human Rights- Work Force Participation Goals   [ enter the % shown in contract front- end;  for example, if project is in metro counties you would enter 32% minorities, 6% Women)


4)   Targeted Group Business Goals   ________enter %  [RECS PM obtains this % from MMD]


5)   IC-134 forms must be submitted with final payment application
