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INSERT LICENSE NUMBER
INSERT PERMIT NUMBER
INSERT JOB NAME AND ADDRESS

INSERT DATE

INSERT ATTENDEES

· Critical Path 
· Project Commencement - 
· Project Turnover date of project
· Show original vs updated if schedule has been extended.  
· The PM is to decide this date as often the subcontractor date will be earlier than our date with client.
· Outline overall critical path dates (To be established with PM and Adam at commencement of project). 
· Outline long lead items.
· RTUs, Electrical Gear, Plumbing fixtures, door frames, Etc.

· Subcontractor Recognition
· Recognize a subcontractor for something positive they are doing in in the minutes. 

· Jobsite Concerns 
· Safety, clean up, quality etc. 

· Link for most recent plans on AnCor (admin to enter Procore Link)

· Permit Status

· Utility Status

· Change Order statement - No work is to be done without a signed change order and that they are to be sent to the PM & Super for review as quickly as possible

· Status of RFI’s that are impacting schedule (if any)

· Status of submittals that are impacting schedule (if any)

· Lookahead  – 
· Outline Upcoming inspections
· Outline work that was to be completed in previous lookahead that was not completed by trade.  
· Outline primary objectives for the next 2 -3 weeks by trade
· This can be done in a written format rather than the Procore 2 – 3 week lookahead, or if detailed enough via Procore.  This is at the PM & Supers discretion.  The intent is for the trades to know what is expected of them for the next 2 – 3 weeks.  Modify below list as it pertains to your project;

· Survey
· Work behind schedule
· .
· 
· 3 week lookahead 
· .
· .

· Demolition
· Work behind schedule
· .
· 
· 3 week lookahead 
· .
· .

· Sitework
· Work behind schedule
· .
· 
· 3 week lookahead 
· .
· .

· Concrete 
· Work behind schedule
· .
· 
· 3 week lookahead 
· .
· .

· Masonry
· Work behind schedule
· .
· 
· 3 week lookahead 
· .
· .

· Steel
· Work behind schedule
· .
· 
· 3 week lookahead 
· .
· .






· Wood Framing
· Work behind schedule
· .
· 
· 3 week lookahead 
· .
· .

· Millwork
· Work behind schedule
· .
· 
· 3 week lookahead 
· .
· .
· Insulation 
· Work behind schedule
· .
· 
· 3 week lookahead 
· .
· .
· Roofing
· Work behind schedule
· .
· 
· 3 week lookahead 
· .
· .


· Doors/Windows
· Work behind schedule
· .
· 
· 3 week lookahead 
· .
· .

· Glazing
· Work behind schedule
· .
· 
· 3 week lookahead 
· .
· .
· Framing/GWB
· Work behind schedule
· .
· 
· 3 week lookahead 
· .
· .
· Finishes
· Work behind schedule
· .
· 
· 3 week lookahead 
· .
· .

· Specialty Construction (Pools, Cold Plunge, Vertical Transportation Etc)
· Drawing Submission
· Permit Status
· Work behind schedule
· .
· 
· 3 week lookahead 
· .
· .

· Plumbing
· Work behind schedule
· .
· 
· 3 week lookahead 
· .
· .
· Sprinkler
· Work behind schedule
· .
· 
· 3 week lookahead 
· .
· .
· HVAC
· Work behind schedule
· .
· 
· 3 week lookahead 
· .
· .
· Electrical
· Work behind schedule
· .
· 
· 3 week lookahead 
· .
· .
· Fire Alarm
· Work behind schedule
· .
· 
· 3 week lookahead 
· .
· .
· Owner Vendors
· Work behind schedule
· .
· 
· 3 week lookahead 
· .
· .
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