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Contract ENG23-xx
Contract Title
Date:	
Time:
Location:

Present:

Absent:

	[bookmark: _Hlk137030198]

Item
	

Discussion
	

Action

	Introductions
	
	

	Personnel / Contacts / Contact List 
· City of Greater Sudbury:
a) Project Manager (General Manager’s Designate)
b) SCADA Specialist(s)
· Contractor:
a) Project Manager
b) Site Superintendent (Supervisory Staff)
c) Contact for Claims
d) On-Call Person
e) Sub-Contractor
Material Suppliers and Sources:

	Communication Flow between Parties
	
	

	Project Email
	
	

	Review of Contract Document Status, Agreements, Insurance, Bonding
	
	

	Legals / Approvals
	
	

	Official Commencement Date of Contract
	
	

	Required Completion Date
	
	

	Contractor Schedule Submissions
· Baseline Schedule / Critical Path:
a) Contract Start Date
b) Contract Completion Date
c) Important Milestones

	Correspondence Concerning the Contract
	
	

	Notification to Concerning Bodies
· Ministry of Labour:
a) Notice of Project

	Coordination with Hydro One (Utilities)
	
	

	NORCAT Training
	
	

	Site Specific (Facility) Training
	
	

	Notices to be Posted as Site Offices (i.e. Notice of Project)
	
	


	Hours of Work
	
	

	Operational Constraints
	
	

	Shutdowns
	
	

	Materials and Backfill Testing Procedures
	
	

	Project Signboards
	
	

	Site Office
	
	

	Site Security
	
	

	Traffic Protection Plan
	
	

	Environmental Protection Measures
	
	

	Site Works Diary
	
	

	Shop Drawings
a) Shop Drawing Review

	Daily Work Plan
	
	

	Work Procedures
	
	

	Haul Routes
	
	

	Disposal of Surplus Excavated Material
	
	

	Public Relations / PSA’s
	
	

	Photographs / Pre-Construction Survey
	
	

	Progress Payment Certificates / Change Orders
a) Prompt Payment Process
b) C.C.O’s
c) Request for Information (RFI’s)
d) Change Orders & Schedule Impact
e) Substantial Performance
f) Provisional Work
g) Work Orders and Instructions to Contractor

	Claims and Liens
a) Notice to Claim

	Liquidated Damages
	
	

	Site Meetings
	
	

	Commissioning
a) Commissioning Plan
b) Pre-Start Health & Safety Reviews

	Training
a) Training Schedule- Operational Staff Availability

	Maintenance & Operating Manuals
a) Submission Requirements
b) Format

	Other Business
	
	




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