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Construction Progress Meeting Minutes #Number			Date: Click to enter a date
Project Name: Click to enter text   
Project # Click to enter text			Agency: Click to enter text
Architect: Click to enter text			Contractor: Click to enter text
Weather: Click to enter text			Temperature: Click to enter text
Meeting Attendees: 
	Name
	Affiliation
	Email
	Phone
	Attending

	
	
	
	
	☐
	
	
	
	
	☐
	
	
	
	
	☐
	
	
	
	
	☐
	
	
	
	
	☐
	
	
	
	
	☐
	
	
	
	
	☐
	
	
	
	
	☐

		
A. Revisions to Previous Minutes: Click to enter text
B. Safety (Review Hot Works Checklist and Permit Procedure at First OAC): Click to enter text
Hot Works Review
	Permit Authorized Individual (PAI):
	Click to enter text
	

	Hot Works Operator (HWO):
	Click to enter text
	

	Upcoming Hot Work:
	Click to enter text
	

	Permit(s) Obtained:
	Click to enter text
	


C. Schedule
	Construction Start:
	Click to enter a date
	Current Substantial Completion:
	Click to enter a date
	Number of Contract Days:
	Click to enter a date

D. Upcoming Scheduled Events: Click to enter text
E. Estimated % of Work Complete: Click to enter text
F. Work not on schedule and reason(s): Click to enter text
G. Recovery plan to bring project back on schedule: Click to enter text
H. Work progress during last two weeks: Click to enter text
I. Work planned for next two weeks: Click to enter text
J. Average number of workers last week: Click to enter text
K. Shop drawings, Product Data, & Samples Submittals: Click to enter text
L. Requests for Information: Click to enter text
M. Modifications
Supplemental Instructions:
	ASI #
	Title
	Issued by A/E
	Accepted by Contractor

	
	
	
	

	
	
	
	

	
	
	
	


CCDs:
	CCD #
	Title
	Issued by DFCM
	Converted to CO

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	PRs:
	PR #
	Title
	Issued by A/E
	A/E Approval
	Proposal by Contractor
	Converted to CO

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Change Orders:
	CO #
	A/E Approval
	Contractor Approval
	Agency Approval
	DFCM Approval

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Pay Requests:
	#
	Submitted by Contractor
	A/E Action
	DFCM Approval
	Notes

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



N. Action Items: 
1. Items from previous meetings that remain unresolved: Click to enter text
2. New items: Click to enter text

Next Job Site Meeting: Click to enter a date
Minutes Prepared By: Name and Affiliation
DFCM VBS Construction Cost Proposal Form, 11.1.2024				
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