Pre-Construction Conference Checklist:

Town/ Construction Inspector –












Done √
	Name of Full Time Municipal/Project Sponsor Employee in Responsible Charge:


	

	Name of Testing Firm:
	

	Importance of project files/ records
	

	Discussion of Specifications to be used on project and how they must be strictly adhered to
	

	Review Items that need Certifications as well as no payment until received
	

	Review Items that need testing and the frequency - no payment until there is a compliant test result
	

	Sub-contractor approval.  Check debarment status and % of sub work compared to contract total.  Submit Sub-Contractor Approval form to VTrans.
	

	Importance of keeping accurate daily records on project progress including quantities installed.  A notation of work zone traffic control should be made on a daily basis.
	

	Review of Buy America provisions.  If contractor proposes nominal use of foreign material per 23 CFR 635.410, they need to document and submit a request for concurrence.  Town needs to receive supporting documentation that Buy America provisions have been met from contractor and retain in files.
	

	Review whether or not any permit conditions need to be complied with
	

	Review temporary EPSC requirements and the need to coordinate with ANR if disturbance ≥ 1 acre.  Also, Low Risk Handbook.
	

	Importance of Traffic Control Plan and Work Zone Safety & Mobility.  CI will need to ensure all in compliance through memo to file.
	

	Waste, borrow & staging areas – Approved by VTrans prior to use
	

	No change in design without a written order from CI to the contractor.
	

	Change Orders – Need for independent estimate for new items added to contract
	

	Final Inspection/ Completion and Acceptance
	


Preconstruction Conference with Contractor –











Done √
	Introductions – explanation of respective roles

	

	Completion Date:
· Interim completion dates?

· Liquidated damages, only assessed up to Substantial Completion, 108.12
· Inspection of work does not relieve contractor of his/her duties of maintaining project. See 105.17 – 105.19 inclusive.
	

	Civil Rights Issues – 
· Davis Bacon Rates, certified payrolls – provide copies of rates to all subcontractors
· Prompt Pay 9 V.S.A. § 4002 & 4003
· Poster package – must be displayed during working hours in a location easily visible by employees
	

	Review of project special provisions and use of VTrans 2011 Standard Specifications for Construction
· Any special provisions that warrant discussion?

· Contract document precedence, 105.05
	

	Submittals/Shop Drawings:

· See Section 105.03

· Discuss shop drawing review process


	

	Subcontractors 
· Any subs on project must be approved by construction inspector and subcontractor agreements must be provided to RE
· FHWA Form 1273 must be physically incorporated into subcontracts

· Prime contractor must retain 50% of the value of the contract
	

	Construction Schedule
· 108.03, Submit CPM schedule within 10 days of contract award

· Must be submitted prior to work starting and approved by CI

· Must be updated as necessary by progression of work
	

	Contractor Emergency Contacts and Competent Safety Officer:
· Contractor to provide this information to the CI
	

	Materials testing and certification

· Package (to be) delivered to CI and shared with contractor

· Some materials HAVE to come off of Approved Products List, be sure to check Section 700. Recorded on form TA 556
· Annual “Advance Certification” no certification required. Recorded on form TA 555
· No payment until compliant test result and/or certification 
· Fabricators/suppliers should be aware of certification/testing requirements

· Minor quantities – can be approved without testing/sampling at discretion of CI, see Materials Sampling Manual
	

	Stockpiled Materials
· Must be approved by CI, see 106.09

· See LTF representative for Stockpiled Material request form
	

	Waste, borrow and staging areas

· Applications for new areas require 21 days
· Applications available on Env Section website or through LTF representative
· Exempt within project construction limits or in conformance with other exempt sites (see VTrans Offsite Activity Exemption Record)
	

	Buy America
· Standard Spec 107.22

· Any steel or iron product permanently incorporated into the project must be 100% domestic content

· A nominal amount of foreign steel is allowed per 23 CFR 635.410, greater of $2500 or 1/10 of 1% of contract value. If used this amount needs to be documented and submitted to VTrans for concurrence.
	

	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


	

	Erosion Prevention Sediment Control

· Project currently permitted as: non-jurisdictional, low risk, moderate risk or individual permit

· If over 1 acre of disturbance contractor must sign on to permit as Principal operator

· At minimum contractor must follow ANR Low Risk Handbook at all times 
	

	Traffic Control Plan
· Must be submitted to CI prior to work starting for approval, typically min of 14 days prior

· CI to make changes if plan is not working, cost incidental to TC item(s)
	

	Access Permit - 19 V.S.A. §1111 (if applicable)

· Contractor must sign onto permit

· Be aware of work period noted on permit

· Special conditions
	

	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 ROW limits of plans unless contractor obtains permission.  
· Copies of property owner permission to be provided to CI
	

	Claims Process

· See special provision 105.20

	

	Change Orders
· Typically initiated in the field between CI and contractor
· Eligibility to be determined by LTF project mgr

· CI to provide independent estimate for new items 
· VTrans is to be final signature
	

	Final Inspection

· Final inspection of project to occur at the end of project, all invitees from pre-construction meeting to be invited

	


