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Preconstruction Conference Process
Work Instructions

Revision Date: March 20, 2013
Revision No: 2
Author: NE Region

Process Steps

Available Step Aides

Key Activities

Points of Interest

Regional Construction Engineer
(RCE) sends Regional Program

1.  Services Clerk (RPSC) the
Preconstruction Conference (PCC)
"call sheet"

RCE sends RPSC PCC "call sheet" which includes
names of persons associated to the project

Invitees are determined based on type of project
(plans and contract or proposal are used) 7-14
days notice

Regional Program Services Clerk
(RPSC) sends out meeting request

RPSC sends out meeting request in Outlook to all
parties

Preconstruction Conference (PCC) is normally
scheduled sometime soon after the contract has
been fully executed, but may be scheduled after
the award letter if the contractor is anxious to get
the project started or if an emergency situation is
warranted. On projects let in the fall that weren't
started, the PCC may be held closer to the
contractor's start date.

Regional Program Services Clerk
3. (RPSC) posts meeting date in the PCP1
Construction Intranet Calendar

RPSC posts meeting date in the Construction Intranet
Calendar

Construction Intranet Calendar is part of the
Program Development Division
{PDD)/Construction Team Site on the VTrans
SharePoint site

Regional Program Services Clerk
(RPSC) attends the Preconstruction

RPSC attends the PCC and is responsible for minutes.

4. Conference (PCC) and is responsible The minutes will be recorded by hand and by voice
. recorder
for minutes
5. HE aiends tne PC(.: Sl e Copy of minutes sent to RE for review
comment on the minutes
6. REE Atsnas e PO &l rediew - Copy of minutes sent to RCE for review

and comment on the minutes

Regional Program Services Clerk
7. (RPSC) makes any necessary
corrections and discussions

RPSC makes any necessary corrections to the
minutes recognized by the Regional Construction
Engineer (RCE) and/or Resident Engineer (RE)

After Review Regional Program
8. Services Clerk (RPSC) emails
minutes to Prime Contractor

After Review RPSC emails minutes to Prime
Contractor

Prime Contractor must respond with
comments within 10 days

Prime Contractor must respond with comments within
10 days

10. Response within 10 days?

If yes, go to Step 11
If no, go to Step 13
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Preconstruction Conference Process

Revision Date: March 20, 2013
Revision No: 2

Work Instructions Author: NE Region
Process Steps (cont'd) Available Step Aides Key Activities Points of Interest
If yes, go to Step 12
?
11. Comments? If no, go to Step 13
Regional Construction Engineer
12. (RCE) rectifies comments with Prime RCE rectifies comments with Prime Contractor
Contractor
Regional Program Services Clerk
13. (RPSC) releases minutes RPSC releases minutes electronically
electronically
Regional Program Services Clerk
(RPSC) enters date of meeting and RPSC enters date of meeting and date of minutes
14, p ; PCP2 ]
date of minutes release into release intc CTS
Construction Tracking System (CTS)
Deliverables Available Step Aides Key Activities Points of Interest
Regional Program Services Clerk :
a. (RPSC) saves recording to G:Drive RPSC saves voice recording to G:Drive as wave file  |i.e. pccminutes.wav
as wave file
RPSCT sa\..res draft.mlnu.tes, note§, RPSC saves draft minutes, notes, and sign-in sheet in
b.  and sign-in sheet in regional project 5 ; ;
file regional project file
c. Copy saved on G:Drive Copy saved on G:Drive in Project Correspondence
Copy sent to all attendees and
d. invitees of Preconstruction RPSC sends copy to all attendees and invitees of PCC
Conference (PCC)
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Vermont Agency of Transportation
Program Development Division
Construction Section

Instructional Sheet: PCP1 — Entering Events in the Construction Intranet Calendar

Revision Date: April 19, 2012
Revision No: 1
Author: NE Region

To enter events in Construction Intranet Calendar:

Log into Citrix
Click on the Construction Intranet Icon
Click OK

Go to General Information and click on Calendar of Events

Ul Wi

entire month.
Click on the date in the calendar you want

© N o

Then click okay and exit out of the calendar
v 1 E‘ﬁﬂS‘ﬁm@m‘ﬁ Construction |eam Site

Vv N 4o T o

Executive Staff | Operations Division

Frogram Development Divislan

| Policy and Planni

Calendar

aAgency of Transportation Intranet Sike > Pragram Development Division Tean

4

Documents

| = Shared Documents

Lists

= Calendar

28
Constius
Meeting
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Once the Calendar comes up select the month you want in the upper left corner of the screen — to the right will show a calendar for the

Click on new and enter the appropriate information according to the time of the meeting

[Agency of Transpoctation Intranet Site > Program Development Division Tesm Site > Canstruction Team Site > CI

|Calendar: New Item

OK Cancel
! | i Attach File Bestazni w‘
|
{ Tiee * I
| Location I
| e " ’
| start Time * (7972012 Hfeam =]foo =]
End Time * [e7a7z012 Do an =]feo =]
Description | - | - |", 5 cw iim | -
-
‘ =4
|
&ll Day Event T Malts this an all-day activity that doesn't start ar end at a specific
haur,
Recurrence ™ make this a repeating event.
Workspace ™ Use & Meeting Workspace to organize attandees, agendas,

docurnents, minutes, and other details for this event.

oK Cancel
PCP1 — Entering Events in the Intranet Calendar




Vermont Agency of Transportation
Program Development Division
Construction Section

Instructional Sheet: PCP1 — Entering Events in the Construction Intranet Calendar
Revision Date: April 19, 2012

Revision No: 1

Author: NE Region

To edit events vou already have entered into the Calendar:

Log into Citrix

Click on the Construction Intranet Icon

Click OK

Go to General Information and click on Calendar of Events

Once the Calendar comes up select the month you want in the upper left corner of the screen — to the right will show a calendar for the
entire month.

Click on the meeting in the calendar you want

This will open the exiting meeting and give you options for: New Item, Edit Item, Delete Item, Alert Me, or Export Event

Select Edit Item and type any changes

Click on close and exit out of the calendar Calendar: Preconstruction Conference for Statewide Northe

OH G LR

B g O

'&gency of Transportation Intranet Site > Program Development Division Team Site > Construction Team Site > Ca ok | cwel |

‘Calendar: Preconstruction Conference for Statewide Northeas | [imare | oo T

Title |Precnnr.trun:tion Conference for Statewide Northeast Region STP Hf

Close " -
p——— Location [ME Regional Offica, 347 Emerson Falls Road, Suite S, St. Johnsbury
[ / T T ] 4 = | i
| = New Itefn | Z:2Edit Item | } Delete Itern | Alert Me | Export Event ‘ | start Time * [2715/2012 = T10 am <1 oo =
- - . " . End T i iEs:: -

Title Preconstruction Conference for Statewide Mortheast Region STP HRRR{Z) e me lo718/2012 Rl1zen =ffoo =
Location ME Regional Office, 347 Emerson Falls Road, Suite 5, St. Johnsbury, YT 05819 Description S - T |"EEF ] E s |
Start Time 3/19/2012 10:00 AM —.JI
End Time 3/19/2012 12:00 PM |

3 |
Description ;1

‘ all Day Event All Day Event T Make this an all-day activity that deesn't start or end at a specific
hour,
Recurrence
, Recurrence ™ Make this a repeating evont,
Yorkspace
i . .
Workspace I™ Use a Moeting Workspace to organize attendees, agendas,
4 Al by Cindy Hastings ' ‘ Close documents, minutes, and other details for this event,
b 4k by Cindy Hastings N ’
- Craate 1144 80 by Cindy Hastings oK i Cancel ‘
Last i fic 72012 Lt A by Cindy Hastings
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Vermont Agency of Transportation
Program Development Division
Construction Section

Instructional Sheet: PCP2 — Preconstruction Date in Construction Tracking System (CTS)

Revision Date: April 19, 2012
Revision No: 1
Author: NE Region

1. LogintoCTS
2. Click on Find Contract (highlighted in yellow) and choose appropriate project
3. Click on Milestones tab
4. Tab to Preconstruction meeting date and enter the date that the Preconstruction was held
5. After 10 day acceptance of minutes from Contractor time is up, enter date minutes were released on same tab under Preconstruction report date
following steps 1 through 3 above
6. Click on save button upper left hand corner of screen
o ={0]x]
- -F X |
B F SR ‘& Wity Eorms~ Reports = 7.‘_ !
j' [Contract Information | Findcontract [  caee| 0 | erviopen]| i] =

| | Profectz] FmizOtfice | Contiocio | Scheouied Moot
| [Ereeecd by Regional Cerk)

Daster of bid betting: [ 777 72000 [5M]

Cortract gate, [ 171972000 (SM)

“Weddng daye [T 302 1M

Cortact completion dstee [T171772000 (SM)

Adpzted conglation date [TI717/2000 (5M)

I

me Gate: || 172172000~ 15M)
/7 Precensiiuton mectng Coter [T 274 72000

"\ Precenziustion 1epos dote [Terzzmm

"Mietones Coerenents:

2tz (3 | Ratigs | Projbct Rlecords | Extencion of e | Finats |

Coniragt isdrnm complebon dole I~ N

Conatrizstion began dote [ 271572000 /(SM)
Antual r&mmct«o-mm dste i
Subnantial completion dste: m S
Limaeg Cot mound doto: j—‘
Agtusl coespietion date. [ 172172002 - [PRMS]
Fral mzpeclion Gote: | 1171572000 (PFMS).

|
|
|

i
I
|
Acceptencsdare [ 1 72172002 (PEMS) J
?
1

-Any issues encountered with CTS, including passwords & logins, should be reported to the Construction Section Computer Technician (CSCT) in Headquarters
and Laurie Bean, with a cc to the appropriate Regional Construction Technician (RCT)

PCP2 — Preconstruction Date in Construction Tracking System (CTS)




