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	PRECONSTRUCTION MEETING

	Project No.
	

	PCN
	

	County
	

	Type of Construction
	

	

	Contractor
	

	

	Date
	

	Time
	

	Location
	



Those preparing this Preconstruction Meeting Outline are encouraged to add or delete rows/columns as necessary to the existing tables to meet your specific needs.  You are also encouraged to amend this document to include any specific items you would like discussed at the meeting.

I.  Project Team

A.  Prime Contractor

	Company
	

	Address
	

	City, State, Zip
	

	Telephone (Office)
	

	
	

	Office Contact - Title
	

	Office Phone
	

	Email Address
	

	
	

	Project Supt.
	

	Supt. Cell Phone
	




B.  Subcontractors

	Company
	Type of Work
	Contact Name
	Email Address
	Cell Phone

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


C.  Suppliers

	Company
	Address/Location
	Product

	
	
	

	
	
	

	
	
	

	
	
	




D.  Professional Services

	Company
	Type of Work
	Contact Name
	Phone #

	
	
	
	

	
	
	
	




E.  Department of Transportation

	Area Office
	

	Address
	

	City, State, Zip
	

	Telephone
	

	Fax Number
	



	Title
	Name
	Office Phone
	Email Address
	Cell Phone

	Region Engineer
	
	
	
	

	Area Engineer
	
	
	
	

	Engineering Supervisor
	
	
	
	

	Project Engineer
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Region Matl’s Engr.
	
	
	
	




F. Utility Companies

	Utility Company
	

	Address
	

	City, State, Zip
	

	Contact Name
	

	Contact Number
	



	Utility Company
	

	Address
	

	City, State, Zip
	

	Contact Name
	

	Contact Number
	








G.  Local Government(s)

	Entity
	

	Address
	

	City, State, Zip
	

	Name - Title
	

	Contact Number
	

	Email Address
	



	Entity
	

	Address
	

	City, State, Zip
	

	Name - Title
	

	Contact Number
	

	Email Address
	




II.  Submittals – Discussion and Review of Outstanding Issues

	
III. 	TERO/TECRO (Tribal Employment Rights Office/Tribal Employment and Contracting Rights Office) Special Provisions –  (If applicable)

	TERO/TECRO Special Provisions are incorporated in projects that are either wholly or partially within reservation boundaries.  

A.		Each contractor is sent notification of any TERO/TECRO requirements on the project.  Included with the letter is a copy of the Special Provision and Compliance Plan applicable for this project (if required).  It is important to note that the TERO/TECRO Office may have other versions of the Compliance Plan that are not applicable on SDDOT projects.  The language in the Compliance Plan has been mutually agreed to by the Tribe and the SDDOT.  Any other version than the one agreed to as part of the agreement with the department should not be used on SDDOT projects. 

B.		It is the prime Contractor’s responsibility to send all the necessary information and copies of the Compliance Plan to all subcontractors and suppliers.  All Compliance Plans need to be submitted to the TERO/TECRO Office and approved before the Contractor or any subcontractor may begin work.

C.		Copies of the approved compliance plans for the prime and all subcontractors/suppliers should be sent to the Area Office.  

D.		No prime or subcontractor will be allowed to work on the project until the compliance plan is approved.  Please note some Tribes require two weeks prior to beginning work to approve the plans.  




E.		The TERO/TECRO fee is the sole responsibility of the prime contractor only.  It is important to pay the fee in a timely manner as established in the Compliance Plan. 

F.		If there are any disputes or issues with the TERO/TECRO Office, the Area Office and/or Civil Rights Office should be informed immediately. 

G.		Failure to comply with the requirements of the TERO/TECRO Special Provision may result in project sanctions which may include suspension of progress payments. 

H.		Copies of compliance plans for each Tribe and additional information is found at:  http://www.sddot.com/services/civil/tero.aspx

I.		Contact the Civil Rights Office (605) 773-3540 if you have any questions regarding TERO/TECRO issues.	


IV.  Project Discussion and Review / Plans Discussion and Review
	
A.		Hand out Work Schedule/Sequence of Operations to all in attendance
	
B.		Walk through schedule from beginning to end and discuss issues that arise.
		
		1.  Utility Coordination (One Call Center 1-800-781-7474)

		2.  Staking Needs

		3.  Signing & Traffic Control Needs

			a.  Fixed Sign Locations – Contractor to stake these

			b.  Alternate/Special sign needs

			c.  24/7 Traffic Control Person 
	Name
	

	Cell Phone #
	

	Office Phone #
	

	Home Phone #
	






			
			d.  Discuss how will traffic be controlled.
				(flaggers, pilot car, diversions, other?)	

		

		4.  Haul Road Agreement (if applicable)	
				a.  Inspection prior to hauling
				b.  Determine responsible party for haul road maintenance	
				c.  Traffic control needs
				d.  Maintenance while hauling (surface repair, dust control, etc.)
				e.  Haul Road Restoration
				f.  Final inspection and release
		
	
C.  	Review & Discussion of Plans, Special Provisions, etc.


V.  Conflict Resolution Process

Discuss conflict and how it should be handled in accordance with the following process and procedures specified in the following documents:

Conflict Resolution Flowchart



Conflict Resolution Data Collection Document




VI. Meeting adjourned at  ____________________.



If anyone reading these minutes has comments regarding statements made therein, please, respond to this office in writing, otherwise they will be considered correct as written.
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Conflict Resolution Through Collaborative Problem Solving


Project Level Action


The Project Engineer and Contractor Representative talk to:
1. Define the Problem:


 What is the problem and its impacts?
2. Discuss Needs:


 What do I need and why?
 What does the other party need and why?
 Restate the other person’s understanding before discussing 


options.
3. Discuss Options:


 What alternatives have subject matter resources provided?
 What other alternatives exist that do not impact quality or 


schedule in an unacceptable manner?
4. Develop Solutions:


 Can we agree on a solution?  If so, immediately document 
agreement with each other (Ex: letter, email, change order, 
data collection  document… no‐texting). 


 If we are not able to reach agreement, why not?  Seek 
negotiation help.


The Engineering Supervisor will help the Project Engineer and the Contractor Representative 
explore solutions by:


1. Scheduling a joint conference call or in‐person meeting the same day negotiation help is 
sought or promptly, at a mutually agreed time.


2. Asking questions and encouraging each participant to talk openly about the situation, 
needs, and options including impacts to the Construction Schedule. (At the Engineering 
Supervisor’s discretion, the item may be immediately raised to the Area Engineer) 


3. Involving subject matter resources when technical assistance is needed and sharing the 
reasoning learned from them.  


4. Encouraging listening by repeating his or her understanding of what has been said and 
the reasoning for saying it.


5. And empowering the parties to agree on a solution within a reasonable amount of time.


If a solution is not reached with the Engineering Supervisor’s assistance, why not?  
Seek DOT Area Engineer and/or Contractor Management Action. 


Discussed the same day the conflict is known or promptly at a mutually agreed time:


DOT Area Engineer and/or Contractor Management Action


1. Either the Project Engineer (with concurrence from the  Engineering Supervisor) or the Contractor Representative may request a joint teleconference or joint in‐
person meeting. The meeting should include the Engineering Supervisor and depending on the situation, either the Area Engineer or the Contractor’s 
Management Representative or both.


2. The Area Engineer or the Contractor’s Management Representative will attempt to assist the parties using the same tools employed by the Engineering Supervisor 
and will give consideration to the time it may take to resolve the item.


3. Depending on the outcome, the parties may begin the process of mutually entering information into the Data Collection Document (Monetary, Schedule, 
Resources & Other Impacts) for use by any of the parties as they move forward with a potential Change Order, Claim, or Other Option. 


NOTE: The Project Engineer and Contractor Representative will stay involved with each progressive step and will open the discussion each time. 


Discussed the day after the conflict arises or as mutually agreed…


Negotiation Help


1. The Project Engineer and Contractor Representative are expected to work together to resolve conflicts as close to the project level as possible and continue 
through this process as “owners” of the conflict.


2. The Project Engineer and Contractor Representative are both expected to promptly seek information and guidance from the lowest level of “subject matter 
resource” expertise for the best decision that does not sacrifice project quality and does not impact contract time in an unacceptable manner.


3. Retaliation is a form of Conflict.  If the Contractor or Project Engineer believes there has been any form of retaliation, this same process is to be utilized. 


Joint Communication with Prompt Follow Through:


Ex
pe


ct
at
io
ns


 This process does not replace contract requirements.  Timely written notice of a potential claim may still be required.
 Conflicts are any disagreement between the Contractor and DOT Representative and are an opportunity for learning. 
 Conflicts are normal and expected on most construction projects and are to be discussed as soon as they are known. 
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To	
  be	
  completed	
  by	
  the	
  Contractor’s	
  	
  
project-­‐level	
  representative:	
  


To	
  be	
  completed	
  by	
  the	
  DOT’s	
  	
  
project-­‐level	
  representative:	
  


1.	
  What	
  is	
  the	
  conflict?	
  	
   1.	
  What	
  is	
  the	
  conflict?	
  	
  


2.	
  Anticipated/potential	
  impacts	
  
	
  	
  	
  	
  (cost,	
  time,	
  personnel,	
  equipment,	
  other)	
  	
  


2.	
  Anticipated/potential	
  impacts	
  
	
  	
  	
  	
  (cost,	
  time,	
  personnel,	
  equipment,	
  other)	
  	
  
	
  


3.	
  What	
  do	
  I	
  need	
  (and	
  when	
  do	
  I	
  need	
  it)?	
  	
   3.	
  What	
  do	
  I	
  need	
  (and	
  when	
  do	
  I	
  need	
  it)?	
  	
  


4.	
  What	
  does	
  DOT	
  need	
  (and	
  when	
  can	
  I	
  	
  
provide	
  it)?	
  	
  


4.	
  What	
  does	
  the	
  Contractor	
  need	
  (and	
  when	
  can	
  I	
  	
  
provide	
  it)?	
  	
  


	
  


5.	
  Proposed	
  solutions	
   5.	
  Proposed	
  solutions	
  


6.	
  What	
  alternatives	
  exist?	
  	
   6.	
  What	
  alternatives	
  exist?	
  	
  


Conflict	
  Resolution	
  Data	
  Collection	
  Document 
A Non-Binding Information-Gathering Tool to Help Negotiations 


 


See	
  page	
  2	
  or	
  reverse	
  side	
  for	
  guidance.	
  







	
  


Data	
  Collection	
  Document	
  (Page	
  2)	
  –	
  Guidance	
  
	
  


1. A	
  “conflict”	
  is	
  any	
  disagreement	
  between	
  the	
  Contractor	
  and	
  the	
  DOT	
  related	
  to	
  the	
  project.	
  	
  
Conflicts	
  may	
  include,	
  but	
  are	
  not	
  limited	
  to,	
  disagreements	
  concerning	
  contract	
  price,	
  time,	
  
change	
  orders,	
  other	
  written	
  or	
  verbal	
  orders,	
  directions,	
  instructions,	
  interpretation	
  of	
  
contract	
  terms,	
  plans,	
  specifications,	
  site	
  conditions,	
  perceived	
  retaliation,	
  or	
  any	
  
combination	
  of	
  the	
  above.	
  


	
  
2. This	
  document	
  is	
  a	
  tool	
  to	
  be	
  utilized	
  in	
  the	
  event	
  of	
  a	
  “conflict”	
  whenever	
  the	
  project	
  level	
  


representatives	
  decide	
  it	
  can	
  be	
  useful.	
  
	
  


3. This	
  document	
  is	
  to	
  be	
  completed	
  by	
  project	
  level	
  representatives	
  of	
  both	
  the	
  Contractor	
  
and	
  the	
  DOT.	
  


	
  
4. This	
  is	
  an	
  information-­‐gathering	
  tool	
  only,	
  and	
  is	
  not	
  binding	
  to	
  either	
  party.	
  


	
  
5. The	
  project	
  level	
  representatives	
  of	
  both	
  the	
  Contractor	
  and	
  the	
  DOT	
  will	
  be	
  responsible	
  for	
  


completing	
  and	
  utilizing	
  this	
  document,	
  both	
  before	
  and	
  after	
  they	
  seek	
  negotiation	
  help.	
  
	
  


6. This	
  document	
  should	
  be	
  promptly	
  provided	
  to	
  any	
  individuals	
  whose	
  help	
  is	
  sought	
  during	
  
conflict	
  negotiations.	
  


	
  
7. Additional	
  guidance	
  for	
  resolving	
  conflicts	
  may	
  be	
  found	
  on	
  the	
  “Conflict	
  Resolution	
  


Through	
  Collaborative	
  Problem	
  Solving”	
  flowchart.	
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