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Pre-Construction Agenda


NMSU Facilities and Services
PRE-CONSTRUCTION MEETING

	DATE: 
	

	PROJECT:
	

	PROJECT MANAGER:
	

	CONTRACTOR:
	

	DESIGN PROFESSINAL:
	


AGENDA ITEMS

1) Introduction (Sign-in Sheet)

2) Project Information

a) Location:  ________________________      

b) Project Procurement Type:  
c) Duration to perform all Work required by the Contract Documents for the Project:  ___ calendar days
d) Project Start date (Notice to Proceed date):  __________
e) Project Completion date:  _________
f) Liquidated damages for this project apply:  
· See the Project Manual, General Condition, Liquidated Damages, paragraph 7.8, and the Project Agreement or the Job Order Contract Project Manual for value per calendar day.   
3) Emergency Call List

a) Before starting project, each contractor must submit three (3) names with cell phone numbers for emergencies.  If there will be a job trailer, the job phone must also be listed.
4) Accepted Options

a) The Base Bid: _________________________ 
b) Alternates:  ________________ 

5) Communication
a) Client Group, Contractors and Design Professional shall agree on an appropriate time and place for progress meetings for the duration of the project.  Minutes will be taken transcribed and distributed to participating parties as designated.  Frequency of meetings will be: ____________.
b) All communication from the client group will be to the Project Manager.  All communication between the Contractor and Design Professional will be in writing to the Facilities and Services Project Manager, _____________.   
6) Submittals

a) At a minimum, the following submittals will be provided for review and acceptance:

· Submittals as contained in the Project Manual

· Submittals as required by the Construction Document Notes and Specifications

· Submittals as outlined in contract General and Supplementary Conditions

· Schedule of Values
· Subcontractor List with EFINs

b) Under certain circumstances, access to and the use of the contractor’s jobsite submittal set may be needed for review. 
c) Should a submittal be required by the project documents, or, a special submittal be requested by Facilities and Services (FS), a value of 1.5% of the related sections labor and material, or, material only value will be placed on the schedule of values as a separate unique line item for each submittal.  This value will be paid upon the architects receipt and acceptance of the submittal.  
d) All life safety submittal (sprinkler systems, alarm systems, fire extinguishers, etc.) will need to be approved by the Fire authority having jurisdiction.  
If this is a NMSU main campus project, the contractor will need to submit one copy through the design professional for their review and approval.  The design professional will then forward to this office their noted sets. The Project Manager will submit to the NMSU Fire Department for approval.  Noted set will be returned to the design professional for distribution. 
· If this is a NMSU satellite campus project, the contractor will need to submit the appropriate number of copies directly to the Fire authority having jurisdiction for review and approval.
e) If applicable, a copy of an elevator submittal will be required for the FS Electric Shop’s review through the Project Manager. 
7) Application for Payment 

a) Reference General Conditions, Section 9, Payments and Completion, for all general requirements.

b) Please use the attached sample Application and Certificate for Payment form and AIA G703 Continuation Sheet for all payment requests (Terminology contained in this form is unique to NMSU. Applications without this terminology will be returned for correction).  An electronic copy of this form will be provided upon request.

c) NMSU will keep a copy for our records and the design professional and contractor will receive a copy for their records.  
d) Please make sure all amounts are correct and accurate prior to submittal to the design professional if adjustments are made by NMSU, they will be reflected on the returned executed copy without further discussion.

e) The 1st through 31st of each month is the pay period. The contractor’s executed application is requested to be in the design professional’s office by the 25th of each month. The contractor should anticipate and accurately project the value of work that will be completed at month’s end. Applications received in this office after the last day of the billing cycle will be corrected to reflect the actual work completed at month end. The value associated with this work will be adjusted and reflected on the returned, executed, copy without further discussion.  
f) The design professional is expected to review and make all reasonable adjustments prior to submitting to NMSU for approval.

g) There is no longer a retainage, therefore the work in each line item must be completed and accepted to the level being requested.  Payment can only be made upon acceptable completion of the work described in each line item.
h) Reference General Conditions paragraphs 9.3.3, 9.3.3.1, and 9.3.3.2 for Stored Material requirements.  Requests for Stored Material payment without the required documents and correct tally will be returned for correction. 
i) As required by the Supplementary Conditions, paragraphs 4.11.2.1 and 9.2.1.1, a line item closeout value of 3% is to be reflected on schedule of values for each section containing a closeout item and/or major division of work. Should those values be less than the total required 3% value, the remainder will be placed in the schedule of values as a General Conditions closeout line item. Facilities and Services will approve the schedule of values prior to submittal of the first pay application. 
8) Change Orders

a) A Change Order may be initiated by the Client Group, Contractor, Designer, or Project Manager. A requested Change Order must be approved prior to the commencement of the additional or changed in scope.  
b) All change orders will be processed through the Project Manager for acceptance, execution, and payment.  
c) The contractor must provide a complete description of the work to be accomplished, along with a breakdown of work performed by their own forces and work performed by the subcontractor’s forces with each proposal.  
· When submitting proposals for acceptance, include all references to the corresponding Request for Proposal, Request for Information, Architect’s Supplemental Instruction, Field Order, and previous Cost Proposal number if it is a re-submittal. 

d) The project designer must provide justification for the requested change and a statement of cost acceptability.
e) Upon NMSU’s acceptance, the Project Manager will send out a written notice of each item’s approval and acceptance to the designer and contractor.  The change order form will be produced by the Project Manager for execution by all parties.  
f) The deletion or change of any work from any individual other than the project designer or Project Manager will not be considered as a viable change and will be ineligible for payment. Work performed outside of an approved change order will be at the contractors own risk and expense.
9) Close-out Procedures  
a) Unless otherwise noted, provide 1 hard copy of O&M manuals and 2 electronic copy placed on compact discs, one a flash drive, or transmittal via email.
· The Project Manager must be in receipt of these manuals by the end of the submittal review process, or at the 50% milestone of the contract, which ever date is earliest in the project schedule.  Partial payments for incomplete or unaccepted documents will not be made. 
b) Please maintain accurate as-built drawings throughout the project. 
· The Project manager must be in receipt of these drawings no later than the date of substantial completion.  Partial payments for incomplete or unaccepted documents will not be made.
c) In addition to specific close-out documents specified throughout the manual, provide release of liens, letters of warranty, release and consent of surety (AIA G707 form, or similar) at the substantial completion milestone. 

d) Provide one copy of the complete finish schedule, to include the manufacturer’s name, product number and location of use for each finished product (i.e. site furnishings, concrete, roofing, stucco/EFIS, acoustical ceiling, carpet, vct tile and base, and paint).

e) Verify with the architect and Project Manager prior to delivering any “owner’s extra stock” material to the jobsite.

10)  Utility Service Interruptions and Location

a) New Mexico State University must have written notice on any utilities or service interruptions and must be coordinated with the FS Project Manager.  
· A minimum 3 week notice is required. 
· A complete description of the utility, location or area to be shutdown, anticipated effects to the building(s), and expected outage duration must be provided in writing.

· Outages will not be scheduled without the proper information.
b) Utility Locates  
· Call 811 to New Mexico One Call for all campus utility locates.

· Locates of pre-existing university utilities on the main campus will be provided by FS personnel upon receipt of 811 One Call notification. Coordinate with the Project Manager for university owned utility locates on main and branch campuses. 
· It is the contractor’s responsibility to record as-build, locate, and mark new utilities installed during the course of construction.  All utilities must be clearly marked with the appropriate colored paint.  Verbal descriptions of underground utilities and their locations will not be accepted. 
· NMSU personnel will operate any existing valves and switching required for a utility outage.
11)   Testing

a) Copies of test procedures and reports to be delivered to the designer, Architect/Engineer (A/E), Project Manager, and the commissioning agent.
12)    Safety

a) Please reference General Conditions, Section 10, for safety requirements. 

b) The job and site will remain clean, secure, and safe at all times.
c) Dust and debris susceptible to wind must be fully contained.
d)  No visitors will be permitted on site unless authorized by the Contractor or University.
e) Emergencies:  Fire / Police call 911. 

· If calling from the main Campus notify the operator of your location, clearly stating “On the NMSU Campus.”

13)  Access Control  
a) Area access must be requested through the Project Manager.  
· Keys or swipe cards provided to the contractor for building access must be checked out and returned upon completion of the project.  
· It will be the contractor’s responsibility to insure their area is fully locked and secured during non-work hours.
· Keys provided to the contractor for Tunnel access must be checked out and returned daily from the Central Utility Plant (CUP).

·  It will be the contractor’s responsibility to insure Tunnel access is fully locked and secured during non-work hours. 

· The University will not be responsible for loss or theft within the construction areas.
14)  Miscellaneous Construction Issues

a) Parking:  (to be determined in the field, unless otherwise noted in the contract documents) 
· When parking on the main campus obtain parking permits from the Parking Office located at the SW corner of the Barnes & Noble Building.  (There will be no allowance for improper parking.  All tickets are the responsibility of the recipient.) 

b) Parking within the drip line of trees will not be allowed.
c) Construction fencing: (to be determined in the field, unless otherwise noted in the contract documents). 
· All fencing is to be labeled as “construction area” and “danger zone”. Do not penetrate asphalted locations for fencing posts.

d) Construction Staging: (to be determined in the field, unless otherwise noted in the contract documents), staging area is to be used for material and equipment only.
e) Traffic/Haul routes: (to be determined in the field, unless otherwise noted in the contract documents)
f) Lighting/signage: (to be determined in the field)
g) Work hours 8:00am to 5:00pm, Monday through Friday, unless otherwise stated.
15)  Open Discussion

a) Client representative

b) Design professional’s office representative 

c) Contractor’s representative

d) Police, Parking, FS Shop representative (if in attendance)
16)  Attachments 

a) NMSU Application and Certificate for Payment form 

b) Requested Schedule of Values format (if applicable)
c) Change Order cover sheet
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Pre-construction Meeting Attendance List
	Date: 
	4/13/2020

	Project Name:
	

	Location:
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	Organization
	Phone#
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