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	Attendees: 
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	Additional Distribution:
	
	

	Name
	Company
	Email

	
	
	



Safety:
[bookmark: OLE_LINK7]Please call 314-362-HELP (4357) for any emergencies. Hot work permits, see Facilities and project Superintendent for scheduling. The subcontractors qualified person shall conduct job briefings before, during and after completion of any tasks that involve a shut down or anytime that his work may affect any area in or outside the work area that could possibly compromise safety or disrupt classes, researchers etc.… Any issue should be immediately reported to EH&S, project superintendent, & GC’s project PM, The GC’s project manager will call the appropriate WUSM management and the WUSM computer room.

Hepa Filters, temp partitions/protection used for dust, debris and infection control. SDS sheets to be on job site.
•Spill kit be on site – water absorption, crimpers, etc.…
•Asbestos report
•Valve shutoff locations-meet with facilities to locate valve locations.
•Shutdowns-at least a THREE (3) week notification
•Noise-NO noisy work after 8am
•Emergency Contact List
•Hazardous material disposal

Work in Progress & Schedule: 
3 Week Look Ahead Schedule
Master Schedule Update-Monthly or as requested. 
Owner items to be added to the schedule as placeholders

Submittal Log, Add these columns to your Submittal Log
	Ship Date
	 Delivery Date
	Weekly meeting update Last contact Date/Update

	Comments due to delivery issues

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Review Old Business:
	[bookmark: _Hlk111532176]Item #
	Description
	Action Due Date
	Responsible Person
	Action date by
	Close Date
	Comments

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



RFI’s (Request for Information):
	No.
	Description
	Action Due Date
	Responsible Person
	Action date by
	Close Date
	Comments

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



ASI’s: (Architect Supplemental Information)
	No.
	Description
	Action Due Date
	Responsible Person
	Action date by
	Close Date
	Comments

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



ESI’s: (Engineer Supplemental Information)
	No.
	Description
	Action Due Date
	Responsible Person
	Action date by
	Close Date
	Comments

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



Proposal Requests (PR) & Potential Change Orders (PCO)
Proposal Requests and Potential Change Orders to be received within five (5) days after you have received the PR or PCO information via e-mail.  If you have not submitted your potential costs within five (5) days the GC/CM will submit the information and notify the WU project manager that there is no cost impact for your scope of work. It becomes a part of your scope of work at no charge to the owner. (see attached Contractor/Subcontractor Potential Change order Form) 

To help expedite the (PR) &( PCO) turnaround time all Proposal Requests (PR) & Potential Change Order (PCO) submitted shall be substantiated with a detailed break-down of quantities, units, prices, man-hours, wage rates, overhead and profit and similar details clearly showing how Contractor's and Subcontractor's estimated costs were determined.

Pay Application/Close Outs: Pay Applications are due to the GC/CM by the 25th of each month. Close out documents to be submitted within 30 days after substantial completion or 30 days after the completion of your work (whichever comes first). Your portion of this project is NOT complete and final payment will be held until all necessary close out documents have been received and approved.


PR’s (Proposal Request):
	[bookmark: OLE_LINK3][bookmark: OLE_LINK5]No.
	[bookmark: OLE_LINK4]Description
	Date Issued
	Date Priced
	Action date by
	Amount
	CO#

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTAL
	
	


PCO’s (Potential Change order):
	No.
	Description
	Date Issued
	Date Priced
	Action date by
	Amount
	CO#

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTAL
	
	



Field Observation Reports-Architect
	No.
	Date Issued
	Date of Response
	Actions needed
	Date Closed
	Comments

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Field Observation Reports-Engineer
	No.
	Date Issued
	Date of Response
	Actions needed
	Date Closed
	Comments

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Shutdown Coordination: All shutdowns to be coordinated thru the project superintendent.

New Business:
	Item #
	Description
	Responsible Person
	Action date by
	Close Date
	Comments
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