	· Name of Full Time Municipal Employee in responsible charge of this project:
· Introductions – explanation of respective roles
	

	· Importance of project files / records (3 years for audit purposes)
	

	Status of submission of Bonds & Insurance:
· Compliance Bond
· Labor & Materials Bond
· Certificate of Insurance
	

	Civil Rights Requirements:
· The VAOT MAB Representative will read through all Civil Rights Requirements talking points
· The Prime contractor shall report monthly to the construction inspector using the MAB Prompt Pay Monthly Report form.
· Each Payroll must include a Statement of Compliance (Wh347 form)

	

	Contractor Emergency Contacts and Competent Safety Officer:
· Contractor to identify this person to the RE
	

	Environmental Concerns (Spec # 105.23):
· Unless otherwise required by Contract to comply with Subsection 653.03, the Contractor shall submit a plan in writing for the prevention of erosion and control of sedimentation and pollution on the Project and on associated access roads, material waste and borrow areas, and staging areas. A Notice to Proceed will not be issued until the plan has been found to be in Conformance. No work shall be started until the EPSC plan is approved by the Resident Engineer.
· Review any permit conditions which must be complied with.
· Project currently permitted as: Non-jurisdictional, low risk, moderate risk or individual permit (EPSC protocol & 3-9020 Appendix A)
· If over 1 acre of disturbance, contractor must sign onto permit as principal operator
· At minimum, contractor must always follow ANR Low Risk Handbook 

	

	Waste, borrow and staging areas (Spec #105.25):
· If the area is in conformance with other exempt sites, the VTrans Off-site Activity Exemption Record may be used in lieu of a full submittal using the Off-Site Activity Submittal Form.
· Contractor submits applications or Off-site Activity Exemption Record to the Resident Engineer
· The contractor must submit a waste borrow & staging application package to the engineer if the area does not qualify as an exemption.
· Applications available on Environmental Section website or from VTrans Project Supervisor
· VAOT Environmental section must review all waste borrow & staging applications. Applications for new areas should be submitted at least 21 calendar days prior to the planned utilization of the area.
· The contractor shall not perform any preparatory work or make use of a waste borrow or staging area until approval is obtained in writing from the engineer.
	

	Permit conditions that must be complied with:
· List each permit. All should be included in bid documents.
· Discussion of any special conditions on each of the permits






	

	Review of project special provisions and Specifications:
· Use of VTrans 2018 Standard Specifications for Construction
· Any special provisions that warrant discussion?
	

	Review of Buy America provisions (Spec # 107.22):
· Any Steel or Iron product permanently incorporated in the project must be 100% domestic content.
· This requirement does not prevent a minimal use of foreign materials, provided the cost of foreign materials used does not exceed 0.1% of the total Contract price or $2,500, whichever is greater.
· The Contractor shall notify the Engineer if it intends to use any foreign materials on the Project.


	

	Contract document precedence (Spec. # 105.05):
1. Project Permits
2. Special Provisions
3. Contract Plans (Calculated dimensions before scaled dimensions)
4. General Special Provisions
5. Standard Drawings (Calculated dimensions before scaled dimensions)
6. Supplemental Specifications
7. Standard Specifications
8. Any other specifications adopted by reference
	

	Submittals/Shop Drawings (Spec # 105.03):
· Working drawings submitted to detail work that has not been designed and detailed in the contract plans shall be designed and detailed by a professional engineer & submitted to the design engineer to be reviewed for conformance with the contract plans and specifications.
· The contractor shall submit the required drawings or procedures in advance of the proposed work and allow for a review period of 21 days.
	
	

	Traffic Control Plan (TCP) and Work Zone Safety & Mobility (Spec # 104.04):
· All TCPs and devices must conform to the latest edition of the MUTCD.
· TCP Must be submitted to Inspector/RE prior to work starting to receive approval (typically 14 days prior)
· Inspector/RE to make changes if plan is not working, cost incidental to TC item(s)
· Wherever one-way traffic is being maintained by the contractor, the traveling public shall not be delayed more than 10 minutes per operation, 15 minutes cumulative for project.
· Two-way traffic shall be re-established during all holiday periods, temporary shutdowns, and any other periods designated by the Engineer


	

	Access Permit - 19 V.S.A. §1111 (if applicable):
· Contractor must sign onto permit as a co-applicant at the Pre-con. Meeting (only for State Highways)
· A copy of the signed permit cover shall be provided to VTrans Permitting & the DTA.
· Be aware of work period noted on permit.
· Special conditions
· The DTA must be invited to the substantial completion walkthrough and final inspection.
	

	Notice to Proceed (Spec #108.02):
· The contractor shall not commence construction operations until all required documentation is in place, contract bonds have been filed, the RE has approved the EPSC plan, and the municipality has issued the contractor a Notice to Proceed.
	

	Project Stakeout:
· Contractor is responsible for laying out the project (Project Special Provisions – Section 105)
· Control and/or digital files may be obtained from the design engineer.
	

	[bookmark: _Hlk12862112]Sub-contractors (Spec # 108.01):
· The contractor shall perform at least 50% of the contract work with its own organization (minus specialty items).
· Each subcontract agreement shall be submitted to the Resident Engineer and include the following:
FHWA Form 1273 (Required Contract Provisions for Federal-Aid Construction Contracts), Contractors EEO Certification form (CA-109) 
Debarment & Non-Collusion Affidavit (CA-91) 
Insurance Certificate in accordance with subsection 103.04 of the VTrans Standard Specifications
A copy of the US Dept. of Labor Davis Bacon wage rates 
A copy of the VT Standard Title VI/Non-discrimination Assurances Appendices A & E
Disadvantaged Business Enterprise (DBE) Policy Contract Requirements (CR-110)
Workers Classification Compliance Requirement – Subcontract Reporting Form
Certificate Verifying Workers Compensation Coverage
Sub-contract Instruction & Check-off Sheet
· Subcontractors are not permitted to work on a project until formal subcontract approval has been given by the Municipality or their representative; except in situations where the Resident Engineer deems it necessary. In these situations, an Interim Subcontract Approval form MUST be completed the first day the subcontractor is on-site. Under NO circumstances shall a Prime be paid for work performed by a subcontractor until formal subcontract approval has been given by the Municipality. See Subsection 108.01, Subletting or Assignment of Contract, of the current Standard Specifications for Construction for more information.
· Vermont’s Prompt pay statute requires payment from prime contractor to sub-contractors within 7 days of the prime contractor receiving payment.


	













	Materials testing and certification:
· Materials Package (to be) delivered to RE by VTrans Project Supervisor and shared with the contractor.
· Fabricators/suppliers should be aware of certification/testing requirements
· No payment shall be paid to the contractor until compliant test results are received by the engineer.
· The contractor shall notify the engineer of the proposed sources of materials at least 96 hours prior to delivery (Spec # 106.01).
	

	Good public relations:
· Traveling public
· Abutting property owners
· Business owners (if applicable)
	

	Legal Loads:
· Must be legally loaded or have permit for overload
	

	ROW Discussion:
· Must stay within the project construction limits of plans unless contractor obtains permission.
· Copies of property owner permission must be provided to Resident Engineer.
	

	Pedestrian Temporary Traffic Control:
· The contractor shall provide a Temporary Pedestrian Access Route (TPAR) for review and written approval by the resident engineer a minimum of three weeks before such plan is implemented.  This plan shall detail the construction phasing and schedule and the specific methods of maintaining safe pedestrian access throughout the construction area.  This plan shall provide the location and details of temporary construction signing, markings, barricades, channelizing devices, TPARs and methods to maintain access to adjacent properties, businesses, residences, etc.
· The contractor shall maintain pedestrian through movements from one end of the construction area to the other, on at least one side of the street during construction. Any sidewalk closures shall meet the requirements of the Manual on Uniform Traffic Control Devices (MUTCD), Part 6.
· Pedestrian access shall be provided to all adjacent properties, buildings, residences, commercial properties and transit stops.  This may include temporary walkways spanning the construction area.
· Individual channelizing devices, tape, or rope used to connect individual devices, discontinuous barriers and pavement markings are not detectable by persons with visual disabilities. These measures do not provide acceptable path guidance on temporary or re-aligned sidewalks or other pedestrian facilities. 
· Channelizing devices on both sides of the TPAR shall include a continuous solid top and bottom rails. The top edge of the top rail shall be between 32 inches and 38 inches above the ground level.  The bottom rail shall be at least 6 inches wide, with the bottom edge of the bottom rail surface no higher than 2 inches above the ground.
· If the TPAR is adjacent to moving traffic, construction operations/equipment, or drop-offs, then crashworthy channelizing devices that meet the requirements of the MUTCD shall be used.  
· The contractor shall not store or place any construction materials, equipment or signs in the pedestrian path of travel.
· Provision of the TPAR and all its elements, including but not limited to signs, channelizing devices, barricades, temporary curb ramps, temporary pavement markings and other traffic control devices is to be paid for incidental to Traffic Control (Item 641.10).


	

	Change Orders:
· No change in design without a written order from the inspector to the contractor (some changes will require approval from the design engineer -  all Change Orders require approval from the MAB Project Manager).
· To initiate the change order process, the contractor must provide the justification, price, materials, time to complete, and a new completion date for all work. The change order shall be approved by the RE and the municipality before submittal to VTrans.
· Final eligibility and acceptance will be determined by MAB Project Manager.
	


MAB - Pre-Construction Conference Checklist:
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	Requests for Information
· If there are any discrepancies identified on the plans or questions on the design, the contractor shall submit a Request for Information (RFI) to the design engineer for clarification prior to installation of questionable items. Incorrectly installed items shall be removed and reset at the contractor’s expense.
	

	Substantial Completion & Liquidated Damages (Spec # 108.12):
· Substantial Completion date?
· No Liquidated damages will be assessed after the Substantial Completion inspection and certification has been completed.	
	

	Final Inspection / Completion and Acceptance (Spec # 105.19):
· Upon notice from the contractor of their intent to achieve Substantial Completion, the RE will review the work and issue a Written Order if the project has achieved Substantial Completion. This written order documents the date on which the project achieved Substantial Completion. 
· The RE will arrange a date for the final inspection of the work. All invitees from pre-construction meeting shall be invited. The District Transportation Administrator (DTA) shall be invited if project is on the state highway system. As a result of the final inspection, a final punch list will be developed and provided to the superintendent.
· Once the punch list is completed the contractor shall notify the RE. The RE and a town representative shall inspect the work and either inform the contractor that more work is needed or inform them in writing that the project is complete and accepted.
· The DTA will record the project acceptance date on the Access Permit, sign and return it to the Project Supervisor (only applicable for projects on the state highway system).
· If the contract construction is completed to the satisfaction of the MPM, the contractor will be informed in writing immediately following the inspection that the Acceptance Date is the date of the inspection.
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