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Agenda/Minutes
Pre-Construction Meeting
Contract ENGXX-XX
Contract Title
Date:	
Time:
Location:

Present:

Absent:

	[bookmark: _Hlk137030198]

Item
	

Discussion
	

Action

	Legals / Approvals
	
	

	Personnel / Contracts
	City:
a) Project Manager (General Manager’s Designate)
b) Inspector
c) Construction Coordinator
d) Manager of Construction Services
e) Quality Assurance Technician
	

	[bookmark: _Hlk141189084]Project Email

	Contractor:
a) On-Call
b) Contact for Claims
c) Site Superintendent
	

	Payments and Invoicing
	a) Prompt Payment
This project falls under prompt payment rules and is a requirement under the Act. 
Please review the City’s General Conditions which includes submissions and signatory deadlines which includes:
· Estimate invoice to be issued (by Field Insp to Contractor). Quantities to be reviewed at that level.
· Draft invoice submitted by Contractor to Construction Services / Project Controls for approvals back to the Contractor.
· Proper Invoice issued by Contractor to City Project Controls.
A reminder the following is to be submitted with each signed proper invoice:
· Updated Construction Schedule
· Statutory Declaration
· Current WSIB Certificate
· Updated Insurance Certificate
Please indicate in an email or on company letterhead should a schedule not be required for a proper invoice.
b) A copy of the 2022 Payment Calendar will be attached to the minutes. The city has 28 days to pay the Contractor from the date of proper invoice. Project Controls would like to follow this payment calendar to ensure we are meeting the 28 day payment deadline and to streamline our payment process.
c) Project Control Contacts
Main Contact:
Email:
Alternate Contact:
Email:
Project Controls General Email:
Please copy Project Controls general email on all emails regarding costs such as change order and progress payments.
d) Change Orders
Please ensure that the main and alternate contact are sent a signed copy of the change order for processing. The Project Controls coordinator is responsible for circulation of signatures and will issue the final change order to the Contractor.
	

	Utility Coordination
	
	

	Contractor Submissions
	a) Schedule
b) Subcontractors
c) Norcat
	

	Additional Health and Safety Requirements for Entering Contractors Worksite
	
	

	Materials Testing and Sampling
	
	

	Sub-Contractors
	
	

	Materials Suppliers / Sources
	
	

	Operational Constraints
	
	

	Public Notices
	
	

	Project Signs
	
	

	Site Office
	
	

	Site Meetings
	
	

	Risk Update
	
	

	Progress Photos
	
	

	Emergency Response Protocol
	a) The Contractor is responsible to contact the appropriate service provider in the event of a service interruption. The inspector shall be notified immediately of the interruptions and actions required to reinstate the service. The Contractor shall submit a detailed description of the event and resolution in writing to the Project Manager following their investigation.
b) Enbridge Emergency Contact Number: (866) 763-5427
c) All Critical injuries as defined by the OHSA shall be reported to the inspector onsite immediately or 311 after hours. Should the inspector not be available, the Construction Coordinator shall be notified. After hours 311 and the Construction Coordinator shall be contacted. The Contractor shall submit a detailed description of the event and resolution in writing to the Project Manager following their investigation.
	

	Discussion Items
	
	

	Errors or Omissions
(To be Removed in the Agenda)
	Any errors or omissions shall be reported to the undersigned at insert.name@greatersudbury.ca no later than time AM / PM on date.
	



Name
Project Manager
Engineering Services
Initials
Attach.
cc:	All Present, All Absent	
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