PRECONSTRUCTION CONFERENCE OUTLINE

Project Name:
Project Number: 
Key No.: 
Contract No.: 

[bookmark: _Hlk515889779]Date:
Time & Location

The work under this contract consists of :


CONFERENCE PARTICIPANTS - Introduction of Participants:  

Project Personnel					     Office	      Cell		        Email



Contractor Personnel



Sponsor Personnel



CE&I Personnel


		

PROJECT CORRESPONDENCE:  
Direct all project correspondence to the CE&I Project Manager and/or the Prime Contractor and include a carbon copy to the LHTAC Construction Engineer.  Label all project correspondence with key number and project name on the cover sheet or email subject line (xxxxx Project Name – Title/Subject). Include transmittal tracking numbers on formal submittals and responses.

	LHTAC Resident Engineer	CE&I Project Manager		Prime Contractor
	xxxxxxxxxxxxxxx, P.E.		xxxxxxxxxxxxxxxxxx			xxxxxxxxxxxxxxxxxx
	RESIDENT ENGINEER		PROJECT MANAGER			PROJECT MANAGER
	LHTAC				xxxxxxxxxxxxxxxxxx		               xxxxxxxxxxxxxxxxxx
	3330 W. GRACE ST			xxxxxxxxxxxxxxxxxxx 		               xxxxxxxxxxxxxxxxxx		
	BOISE, ID 83703			xxxxxxxxxxxxxxxxxxx	   		xxxxxxxxxxxxxxxxxx
	PHONE: 208.344.0565		xxxxxxxxxxxxxxxxxxx			xxxxxxxxxxxxxxxxxx
	CELL: xxxxxxxxxxx			xxxxxxxxxxxxxxxxxxx			xxxxxxxxxxxxxxxxxx
	
	 
	Submit project correspondence via e-mail.  Scanned signatures will be accepted as original signed documents. 



CONTRACT TIME
· Contract Award Date:
· All work associated with the project is to be completed in:
· Work shall start:
· ITD-2242 Statement of Elapsed Time & Status of Work form will used for project time accounting.  This will be the official time accounting document for the project.
· Liquidated Damages – $ 

PROJECT SCHEDULE: 
An initial Critical Path Method (CPM) Schedule is required as described in Subsection 108.03.B.  Updates are due one (1) week prior to the end of month estimate; if not received or acceptable the estimate may be withheld. 

Contractor will submit a final As-Built Schedule that reflects actual start and finish dates for each activity.  Final acceptance of the project will not be given until the As-Built Schedule is received and accepted.

48-hour notice will be required for any changes in work.

CONTRACTOR’S ANTICIPATED OPERATION
Discussion of Contractor’s anticipated operation. 

Anticipated Start Date:  

Anticipated Work Schedule:	   Days of work:	 M-F	        Hours of Work:  

LIMITATION OF OPERATIONS (108.05)

Anticipated holiday shutdowns –  

PROJECT COORDINATION
Project coordination meetings will be held: 

COORDINATION OF UTILITIES (105.07)

· Request locates for buried utilities prior to any ground disturbing activities by calling the Utility One-Call Center 800.342.1585, e-mailing digline@digline.com, or faxing 800.342.1586.
· Contractor will need to coordinate with utilities for coordination of relocation and new installations.  Utility contacts are as follows:
· 

TRAFFIC CONTROL: 
Contractor to submit a letter which designates a Traffic Control Supervisor, list after hour’s contacts and accepts the Traffic Control Plans in the Contract or prides an approved alternative Traffic Control Plan.  The Worksite Traffic Control Supervisor will direct the installation, modification, and maintenance of the required traffic control.  If the contractor chooses to revise the Traffic Control Plan in the Contract, the new plan must be submitted and approved prior to any work on the project 105.14 (Accepted design plans for Traffic Control):

· Design and use of traffic control devices will conform to the current edition of the Manual of Uniform Traffic Control Devices (MUTCD) (Subsections 107.06 & 626.03).
· Construction traffic control devices shall meet the applicable requirements of NCHRP-350 (National Cooperative Highway Research Program Publication 350)/MASH and the contractor shall submit a listing of vendor’s names and model numbers for all devices used on the project.  Approval shall be obtained before use.  
· Payment of Traffic Control Maintenance shall be measured by the man-hours authorized.  Hours will be authorized for the work of relocating, cleaning, moving between projects on multiple project contracts, replacing damaged or stolen devices, and for maintaining traffic control devices.  Hours will also be authorized for installing and removing State furnished guide and regulatory signs.  Traffic Control Devices shall include all devices whether rented, provided, or existing.  Payment shall be full compensation for furnishing, providing all mounting structures and hardware, and initially erecting or placing and final removal. Traffic Control Maintenance hours are to be agreed upon weekly with onsite inspector and reported on ITD-0631. ITD-0631 must be completed and include detailed explanation of work performed to qualify for payment.
· Construction Signing – All guide, warning and regulatory signing shall be Class B meeting the retro-reflectivity requirements of ASTM D-4956, Type III sheeting. Sign locations shall be per MUTCD requirements.
· Submit letter with TCS certifications identifying Worksite Traffic Control Supervisor (TCS) 	                  NAME: 
· TCS must have their Traffic Control Supervisor (TCS) through ATSSA.
· Submit name and phone number of the 24-hour Traffic Control person:
		 NAME:    	    		   24 Hour Phone #: 
· Provide Flagger certifications and photo identification copies for each flagger. (Do not file Driver’s Licenses in Projectwise.)

IDAHO 511:
Consultant to submit an ITD-0511 to LHTAC once Traffic Control has been set up on the project. To be updated monthly or when a change/addition has been made.

REQUEST TO SUBCONTRACT:  
Submit Form ITD-315, copy of actual subcontract agreement, Company and Project EEO officer, EEO policy and recent EEO meeting minutes and signed attendance sheet to Resident Engineer far enough in advance to obtain approval before subcontractor actually starts work.  PRIME, SUBCONTRACTORS, AND SUPPLIERS MUST BE REGISTERED ON IDAHO’S BIDDERS LIST.  PRIME AND SUBCONTRACTORS SHALL HAVE AN IDAHO PUBLIC WORKS LICENSE. 
Subcontractors on the project:
· 
	

PARTIAL PAYMENTS (109.05):  
The contractor shall pay each Subcontractor or supplier by the 30th calendar day after receiving payment from the Department, provided work performed by the subcontractor or supplier complies with contract requirements.  Return retainage to each subcontractor or supplier by the 20th calendar day after the subcontractor or supplier completes work satisfactorily.

A Certification of Payment will be sent out to each Subcontractor at the end of the project to confirm all payments were prompt.

PROJECT ACCOUNTING:
· Contractor needs to submit letter designating persons authorized to sign Payrolls, Progress Estimates and Change Orders.
· Partial payments will be made once per month: 
· All estimates to be submitted to Estimates@lhtac.org by COB Tuesday
· Work done through the cutoff date will be tallied or calculated and processed for payment by Wednesday of the following week.
· Progress payments will be withheld if submittals are lagging.  Examples of required submittals which will hold up progress estimates include:
· Updates project schedules
· Material certifications (will hold specific pay items involved)
· Certified Payrolls 
· Signed ITD-2242 Contract Time Accounting

· Submit one copy of payroll to Engineer within 7 days if force account work is implemented on the job.



CHANGE ORDERS:
Contractor shall submit a completed “Request for Change” ITD-2884 for each change order requested.  Change orders ITD-400 are to be returned within 7 calendar days. 

DISPUTES and CLAIMS:
· We encourage early discussion of items to avoid claims.
· Disputed claims should follow subsection 105.16 through 105.19, and the Dispute Resolution Subsection 106.07 
· Specific time constraints must be met in order for claims to be considered.

CONTROL OF MATERIAL:  
· Submit material suppliers list including a designation noting any DBE suppliers.  
· Submit Source request.   
· Submit waste site request.   
· Buy America Provision – All steel and iron materials/components per 106.01.  
· Aggregate shall be obtained from approved Contractor Furnished Sources.
· Source changes - Subsection 106.09
· Samples and Tests - Subsection 106.03
· Maintenance of Public Haul Roads - Subsection 105.14
· Archeological/Cultural Resource findings - Subsections 106.09, 107.17, 107.18 and 205.03.   


ENVIRONMENTAL PROTECTION (107.17)
· Environmental approval will be required for off project work areas, including, but not limited to, material sources, disposal areas, waste areas, staging areas, and haul roads.
· An PPP, including a Spill Prevention Plan, is required and shall be submitted to the Engineer for review and approval prior to ground disturbing activities.
· Idaho Bureau of Air Quality has authority to enforce rules and regulations for control of air pollution in Idaho under Idaho Code, Section 39-2908 - Section 107.17.D.
· Federal Aid Construction Contract Provisions (FHWA-1273) requires compliance with the EPA Clean Air Act and Federal Water Pollution Control Act.
· Protection and restoration of property and landscape. (Subsection 107.08)
· Cultural Resource Protection (Subsection 107.18)
· Designated Environmental contact:  Karissa Nelson, PE (LHTAC)	Telephone:   208-344-0565
· Contractor Designated Water Pollution Control Manager:
· Designated WPCM/Inspector: 

ITEMS REQUIRING MATERIALS CERTIFICATION:
NOTE:  ALL CERTIFICATIONS SHALL BE RECEIVED PRIOR TO USE OF MATERIALS ON THE PROJECT.  NO PAYMENT WILL BE MADE UNTIL CERTS RECEIVED.
Certifications must contain the information per Subsection 106.04.  Reference the ITD Quality Assurance Manual, Project Plans, Standard Specifications, Supplemental Specifications and Special Provisions.  The following is a list of documents to be submitted by the Contractor:  Forms shall be submitted before material is incorporated into the project. 
· 

ITEMS REQUIRING WORKING DRAWINGS AND/OR MIX DESIGN SUBMITALS:
· 

QUALIFIED TESTING LABORATORIES AND TESTING TECHNICIANS:  
In accordance with the requirements of Federal Regulation 23 CFR Part 637, ITD has implemented a program requiring all testing for any ITD project be performed by qualified laboratories and testing technicians.  All laboratories must be in conformance with the ITD Laboratory Qualification Program.  Testing technicians must be qualified according to the Western Alliance for Quality Transportation Construction (WAQTC) guidelines.  This requirement is in effect for all ITD projects regardless of the funding source. Provide certifications for Laboratory and all Sampler/Tester Technicians.

The State is using xxxxxxx, for materials testing. 
The Contractor is using xxxxxxx for materials testing

CONSTRUCTION SURVEYING:  
Construction Surveying shall consist of scheduling, coordinating, and providing all construction surveying, staking, quantity computations for pay items requiring volume measurement excluding concrete pay items, and calculations essential for the completion of the project and to properly control the work in its entirety.  

· All work shall be under the responsible charge of a Professional Land Surveyor duly and properly registered in the State of Idaho, performed to standard Engineering and Surveying practices.
· Periodic submittals of calculations and survey data are required.
· The Contractor shall submit copies of all diaries, books and notes weekly.
· Discrepancies in grade, elevations, alignment, locations and/or dimensions shall immediately be brought to the attention of the CE&I Consultant.
· All field notes, diaries and books shall become the property of the State upon completion of the work.
· Field verify in accordance with subsection 106.02.  The Engineer’s approval is required prior to ordering materials.
· As Constructed Plans.
· We will not pay more than 75% of any bid item without verifiable calculated quantities.
· Quantities to be calculated include pay items requiring volume measurement excluding concrete pay items
· Timely and responsive surveying will be required for this project (including staking, topo, etc.).

SAFETY:
·   Federal Aid Construction Contract Provisions (FHWA-1273) requires compliance with Federal Regulation Code, Title 29, and Part 1926 (OSHA).  All workers within R/W shall wear Class 2 or 3 high visibility outer garments meeting the ANSI 107-2004 standard per FHWA Rule 23, CFR 634.
· Idaho Standards and Practices for Building and Construction Industries Code 2 (follows OSHA) - Section Subsection 107.16
· Project may be subject to Idaho Department of Labor inspections.
· Onsite Safety Meetings: When: ___________ Where: ___________.
· Contractors Additional PPE Requirements:

LABOR COMPLIANCE
· This project is subject to Davis Bacon wages.  Certified Payrolls shall be submitted to the Engineer.
· FHWA-1273 Modification: “Employee social security number and address shall NOT be contained in certified payrolls.”
· CFR Title 29 Subpart A § 5.5 The employer’s payroll records accurately set forth the time spent in each classification in which work is performed.

EQUAL EMPLOYMENT OPPORTUNITY
· Employment discrimination will not be tolerated on the project.
· Letter designating company and project EEO officers (subcontractors also).   
· Contractor and Sub-Contractor’s shall have a policy statement which expresses commitment to Affirmative Action and Equal Employment Opportunity.
· EEO posters must be posted on project. 
· Documentation of Supervisors / Managers meetings, regarding EEO.
· Periodic EEO policy and implementation meetings of supervisory and personnel office employees will be conducted before the start of work and then not less than once every six months.  Documentation of these meetings shall be submitted to ITD (FHWA-1273 II. 3. a.)
· EEO employment provisions apply to all subcontracts over $10,000.  Provisions must be included in all Contracts.  If the original subcontract is received without the contract provisions attached, the Contractor will be notified to submit a new set of subcontracts with signatures and attachments attached.
· Failure to comply with the Civil Rights Special Provisions can result in sanctions as set forth in the Contract.  Penalties include withheld payments, suspending the contract until compliance is obtained, terminating the contract, or imposing penalties.
· The contractor is required to submit the Annual EEO Report FHWA-1391 for July.  This is now completed electronically on ITD’s Civil Rights website.
· EEO Compliance Review - Conducted on selected projects.  The Contractor will be advised if and when such a review is scheduled. Contractor’s employee records shall indicate race, sex, craft, work status (trainee, apprentice, or journeyman level) and hours worked in each craft.  Form ITD-86 is compliance data required. 

DISADVANTAGED BUSINESS ENTERPRISE (DBE):
· The Prime Contractor will indicate which firms are eligible DBE’s by marking the DBE box on the request to subcontract Form (ITD 315).

POSTERS REQUIRED ON PROJECT:

Posters shall be posed at all times by the contractor and its subcontractors at the site of work in a prominent and accessible place where it can be easily seed by the workers.  (Not in a work vehicle)

Please verify on the following websites that poster requirements have not been updated:

https://itd.idaho.gov/wp-content/uploads/2016/05/constructionPosters.pdf
https://www.dol.gov/general/topics/posters


POLICY PROHIBITING GRATUITIES:  
No employee of the Division of Highways may, either individually or as a member of a group, directly or indirectly ask, accept or receive any gift, favor, service, loan or entertainment, which might reasonably be interpreted as tending in any degree to influence the performance of his official duties, from any person, entity or corporation which he may reasonably expect to be affected by the performance of his official duties or with which he has had or reasonably may expect to have official relations.  

OTHER DISCUSSION ITEMS:

· Contractor shall use the latest forms available for all paperwork requiring ITD and LHTAC forms.  The latest ITD forms can be found at http://apps.itd.idaho.gov/apps/formfinder2dmz.


Notes:																																																																																																															

Summary of Required Forms & Certifications

[bookmark: _Hlk12354485]DOCUMENTS REQUIRED BEFORE PROJECT WORK BEGINS:

· Comprehensive or Commercial General Liability Insurance (Subsection 107.10).
· Comprehensive Automobile Liability Insurance (Subsection 107.10).
· Workman’s Compensation Insurance (Subsection 107.10).
· PDF As bid CPM Schedule due at time of preconstruction conference.  
· List of material suppliers.
· Requests to subcontract - prior to subcontractor on project, ITD-315.
· Approved Traffic Control Plans.
· Designation of person responsible for traffic control including ITD or ATSSA Certification and after hour contact info
· Letter designating person(s) authorized to sign change orders and progress estimates, request for monthly estimate cut-off date, and designation of project superintendent. 
· Letter designating company and project EEO officers for Contractor, Subcontractors and lower tier Subcontractors.  
· Documentation of Supervisors / Managers meetings, regarding EEO for Contractor, Subcontractors 
· Approved Sources, PPP & Waste Site, Staging Site
· ITD Laboratory Certification.
· List of emergency telephone numbers for Contractor, Subcontractors, lower-tier subcontractors, Utility Companies
· Payroll Affidavits
· Initial WH-5
· Preconstruction Meeting Agenda and Minutes/Sign In Sheet
· [bookmark: _Hlk191300711]Approved MTR (Signed by both the PM & RE)
· [bookmark: _Hlk191300700]Executed Contract
· Prompt Payment Affidavits 


DOCUMENTS REQUIRED DURING PROGRESS OF WORK:

· Materials Certifications and test results as required. 
· Certification of Payment for subcontractors indicating Prompt Payment Requirements are being met.
· Documentation of on-site meetings with workforce regarding company EEO policy.
· ITD 2242 – Statement of Elapsed Time (Monthly).
· Revisions to Traffic Control Plans.
· Flagger Certifications 
· ITD 0631 – Traffic Control Maintenance Hours.
· ITD-2884 “Request for Change” for each change order requested.
· ITD-400 for each change order.
· Provide certifications for all Testing Technicians.
· Weekly Payrolls for Contractor, Subcontractor, and lower-tier subcontractors. 
· CEI to fill out ITD-2002 for all payrolls
· Photographs of project. (Before, During, After)
· ITD-2014 Labor compliance interviews
· ITD-2674 EEO Onsite inspection 
· Daily Inspector Diaries – submitted on a weekly basis

DOCUMENTS REQUIRED FOR FINAL PAYMENT UPON COMPLETION OF PROJECT:

· Contractor letter of substantial completion.
· “As Built” CPM Schedule. 
· “As Built” Plans – 1 pdf copy.
· Surety Company’s letter of consent for release of any and all monies 
· Final 2242.
· Final Acceptance letter from Sponsor
· Completed MSR
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