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Project Communication Enhancement Effort Tools

Background
In response to concerns from Wisconsin Department of Transportation (WisDOT) and Wisconsin Transportation Builders Association (WTBA) members regarding dispute resolution, project communication and project working relations, a subcommittee of the Construction Contract Administration Workgroup (CCAW) was formed to address these growing issues. The subcommittee conducted two regional workshops in 2006 to identify issues and potential solutions to existing project relationship issues and timely completion of finals. A final report from the workshops included feedback from the workshop participants and recommendations from the facilitator.

The CCAW analyzed the report and decided to concentrate their short term efforts on project and pre-project communication in an effort to get most of recommendations implemented. It was also felt this area had the greatest potential for success and could provide the greatest benefit from the effort. A second task group was then formed with representation from WisDOT (Bureaus and Regions), WTBA, contractors, and consultants. The Construction and Materials Support Center (CMSC) at UW-Madison was enlisted to assist the task group in exploring options and developing materials for implementation during the 2007 construction year. The goal of the task group was to improve project communication leading to improved project relations, timely decisions, timely finals, better quality and safety, and dispute avoidance.

A series of communication “tools” were created as part of this effort and they are described in this Manual. These tools were then used on several pilot projects in 2007 and 2008 with success. The tools are broken into three Modules that represent the three distinct phases of the construction process. Module 1: Post Award Tools help the project team get organized and initiate project communication. Module 2: Pre-Construction Tools help the project team communicate more effectively and assist in preparation for starting field work. Module 3: Construction Contract Administration Tools bring more structure and organization to the communication that occurs during the construction of the project. Project teams that utilize all three modules have found the most benefit from the PCEE program.

The tools are in a format so that they can be modified to best suit the project and the communications needs of the project team. However, the project team is encouraged to use them in the original format before making modifications or changes. Questions regarding their use should be directed to the respective WisDOT, Bureau of Project Development Construction Oversight Engineer. 

Module 1

Post Award Communication Tools

1. Line of Communication & Decision Time Form
2. Line of Communication & Decision Time Form Guidance
3. Issue Identification Form
4. Issue Identification Form Guidance
LINE OF COMMUNICATION AND DECISION TIME

	Foreman
	Superintendent

	
	

	Name
	     
	Name
	     

	Phone
	     
	Phone
	     

	Mobile
	     
	Mobile
	     

	Email
	     
	Email
	     

	FAX
	     
	FAX
	     




	Project Leader
	Nominal Decision Time*

	
	

	Name
	     
	

	Phone
	     
	1 Day

	Mobile
	     
	 (    Days)

	Email
	     
	

	FAX
	     
	


	Project Manager
	Nominal Decision Time*

	
	
	

	Name
	     
	

	Phone
	     
	2 Days

	Mobile
	     
	 (    Days)

	Email
	     
	

	FAX
	     
	


	Project Development Supervisor
	Nominal Decision Time*

	
	

	Name
	     
	

	Phone
	     
	3 Days

	Mobile
	     
	 (    Days)

	Email
	     
	

	FAX
	     
	




	Project Development Chief
	Nominal Decision Time*
	Contractor's Main Office

	
	
	

	Name
	     
	
	Name
	     

	Phone
	     
	
	Phone
	     

	Mobile
	     
	 4 Days
	Mobile
	     

	Email
	     
	(    Days)
	Email
	     

	FAX
	     
	
	FAX
	     


* Designated times are generally assumed to be the maximum, however, these decision time frames may be adjusted to fit unique project circumstances by mutual agreement.

Line of Communication and Decision Time Form Guidance

As soon as the WisDOT Bureau of Project Development has confirmed that the project has been awarded to the low bid contractor, the communications process should be initiated by the WisDOT Project Leader (PL). The PL should contact the contractor’s main office, identify the project Superintendent, and begin discussions about the project and who will be on the project team from each organization. The information on the Line of Communication and Decision Time Form should be completed by each party and be available for distribution at the project’s preconstruction meeting.

Discussion of the “nominal decision times*” should also take place at this time. If the times identified on the form are acceptable they should be agreed upon or modified as appropriate. These “working” times should also be presented at the preconstruction meeting so all involved with the project are familiar with the decision making process and commitments to make decisions within these timeframes. If decisions are not made at the identified level within the agreed upon times, the issue can be elevated to the next level for a decision. Elevation to the next higher level should not occur without notifying the level at which the decision currently sits.

This form also provides the basis for dispute escalation should a disagreement arise on the project. It starts with the Project Leader/Foreman level and escalates through the respective organizational hierarchy until ultimately reaching the WisDOT Project Development Chief and the Contractor’s Main Office. The escalation times are the same as the nominal decision times unless mutually agreed upon.

*Decision times for specific issues may be modified by mutual agreement to fit any unique circumstances that may arise on the project. 

	Pre-Construction Issue Identification Form

	(Construction issues that can impact cost and schedule)

	
	
	
	

	[M: Minimal Impact S: Significant Impact] Circle one number per issue; Sum for each issue group

	
	
	
	

	Problem/Issue/Situation
	Likelihood & Impact Assessment

	Project Personnel and Coordination
	M
	S
	Total

	Coordination and directing of subcontractors
	0  1
	2  3
	 

	Conflicting construction operations
	0  1
	2  3
	 

	Significant 3rd Party involvement
	0  1
	2  3
	 

	On-site management by prime contractor or WisDOT
	0  1
	2  3
	 

	
	
	
	  

	Utility Disruption
	M
	S
	Total

	Unknown or unanticipated discovery of utilities
	0  1
	2  3
	 


	Relocation of utilities in work zone
	0  1
	2  3
	 

	Coordination of work activities with utilities
	0  1
	2  3
	 

	
	
	
	  

	Differing Site Conditions
	M
	S
	Total

	Unsuitable subgrade material
	0  1
	2  3
	 

	Groundwater
	0  1
	2  3
	 

	Hazardous materials
	0  1
	2  3
	 

	Man-made buried objects
	0  1
	2  3
	 

	Unstable slopes or excavations
	0  1
	2  3
	 

	Archeology sites
	0  1
	2  3
	 

	 
	
	
	  

	Site Conditions
	M
	S
	Total

	Inadequate staging areas
	0  1
	2  3
	 

	Erosion and sediment control
	0  1
	2  3
	 

	Disruption to local traffic and business operations
	0  1
	2  3
	 

	Complex traffic control plan
	0  1
	2  3
	 

	Noise, vibration, and dust impacts on adjacent properties
	0  1
	2  3
	 

	Detours, Haul Roads & Repair
	0  1
	2  3
	 

	
	
	
	  

	Schedule and Operations
	M
	S
	Total

	Submitted schedule, updates, controlling items
	0  1
	2  3
	 

	Interim completion dates
	0  1
	2  3
	 

	Staging and sequencing
	0  1
	2  3
	 

	Waste and/or borrow sites
	0  1
	2  3
	 

	Shortages or delayed delivery of materials 
	0  1
	2  3
	 


	Expedited schedules or night/week-end work
	0  1
	2  3
	 

	Extreme weather conditions or seasonal effects
	0  1
	2  3
	 

	
	
	
	  

	Design and Contractual Issues
	M
	S
	Total

	Constructability of plan
	0  1
	2  3
	 

	Sensitive environmental features
	0  1
	2  3
	 

	Unique special provisions
	0  1
	2  3
	 

	Document submittal, review and approval
	0  1
	2  3
	 

	Need for permits
	0  1
	2  3
	 

	QMP Specifications & certifications
	0  1
	2  3
	 

	DBE involvement
	0  1
	2  3
	 

	OVERALL TOTAL
	
	
	   


Pre-Construction Issue Identification Form – page 2

OVERALL TOTAL FROM PREVIOUS PAGE:
     
	OVERALL SCORE
	RECOMMENDED COMMUNICATION LEVEL

	0 - 15
	(1) Discuss identified issues at the Preconstruction Meeting

	15 – 30
	(2) Project Leader, Project Manager, Contractor’s Foreman and Superintendent meet to discuss strategies for addressing the identified issues

	30 – 45
	(3) Half-day issues meeting involving WisDOT Project Team, Prime Contractor, Major Subcontractors and Utilities to address issues, impacts, and how to minimize the impacts of should they occur.

	45 +
	(4) Facilitated full-day issues workshop to further identify the issues, impacts, and resolution. Continuing follow-up issues meeting should be scheduled monthly for duration of the project.


Pre-construction Issue Identification Form Guidance

Successful completion of a construction project requires use of a broad set of construction management and contract administration tools. Construction projects are complex endeavors and every project has issues and unforeseen items that require decisions be made on short timelines to prevent impacts to the project by increasing cost or schedule. To the degree these potential issues can be identified and planned for prior to starting construction can greatly reduce the impact on the project and the construction delivery team. The “Pre-construction Issue Identification Form” was developed as a tool to start the process of identifying the potential issues on the project and assessing the impact the might have on the project. What is done with the identified issues will depend upon the type of issue and the nature of the project. Relatively low impact issue items might just be assigned to project team members to watch, others might require extensive analysis, planning and mitigation efforts. The purpose of this tool is to help identify those issues early in the project and begin the communication process to minimize any effect they might have on the project.

The WisDOT Project Leader (PL) and the contractor’s Superintendent should each fill out the “Pre-construction Issue Identification Form” independently. These individual assessments should be done prior to the Preconstruction Meeting. The two should then jointly review the assessments, identify areas of agreement and disagreement and determine what communication level they will utilize to begin addressing these issue items. A fairly small number of non-complex, low cost issues may be best addressed within the Preconstruction Meeting itself. A large number of complex high cost issues could require separate meetings of the project delivery team.

The form is filled out by looking at each general issue item (other project specific items should be added as needed) and determining the impact the issue would have on the project should it occur, i.e. a minimal impact or a significant impact. Next, an assessment should be made as to the likelihood of the issue coming up on the project. A number from 0 to 3 is then assigned to that particular issue. If an issue/situation has little or no likelihood of occurring it should be given a value of “0”. If an issue that has little likelihood of occurring and if it did, would have minimal impact on cost or schedule, it should be assigned a “1” for example. An issue with a high likelihood of occurring and would have a significant impact should be given a value of “3”. The assigned value for each issue is circled and then a total for each category of issues is calculated and entered on the form. At the bottom of the form an overall total is calculated.

Depending upon the value calculated for the total of the individual issue identification assessments, various levels of communication strategies are suggested to assist in further evaluating, planning, and mitigating these issue items.

Level 1

This level of communication would include discussions of the item at the Preconstruction Meeting. The issues should be indicated on the agenda so others recognize there is some project level concern about these situations/issues may arise and discussions can occur regarding how to minimize them happening.

Level 2

This level of communication indicates there are more in-depth issues that should be discussed and planned for. It is suggested that the WisDOT Project Leader, WisDOT Project Manager, and contractor’s Superintendent and Foreman schedule a separate meeting to discuss these issues, how to plan for their potential occurrence and how they can mitigate any impact they might have on the project cost or schedule.

Level 3

This level of communication indicates there are several potential high impact issues and a ½ day workshop should be scheduled to include the WisDOT Project Team, Prime Contractor, Major Subcontractors and possibly utilities. The focus of the meeting would be the issues of concern and how the entire project team can work to minimize their occurrence and impacts to the project.

Level 4

This level of communication should involve a 1 day, facilitated workshop to further identify and plan for the occurrence of the various situations. WisDOT Project Leaders, Project Managers and Supervisors, Prime Contractor’s Superintendent and Foreman, Major Subcontractors, and others involved with the identified issues should attend. Follow-up communication meetings should be planned throughout the project with at least monthly “issue” meetings where only project issues and their resolution are discussed.

Module 2

Pre-Construction Communication Tools

1. Preconstruction Meeting Agenda
2. Preconstruction Meeting Agenda Guidance
3. Subcontractors Contact Information Form
4. Subcontractors Contact Information Form Guidance
5. Responsibility Matrix
6. Responsibility Matrix Guidance
7. Emergency Incident Contact Information Form
8. Emergency Incident Contact Information Form Guidance
Wisconsin Department of Transportation

Preconstruction Meeting Agenda

	Project ID
	     

	Project Name
	     

	Location
	     

	Project Leader
	     


1. Introduction

A. Purpose of meeting
B. Review Agenda

C. Distribute Attendance Roster

2. General Project Information

A. Description of proposed work

B. Contract number/WisDOT Project ID/Federal Project No

C. Contract Cost and Time

D. Anticipated Starting Date

E. Project construction issues (Pre-Construction Issue Identification Form)

3. Project Personnel

A. WisDOT Personnel

B. Prime Contractor’s Personnel

C. Roles and Responsibilities (Responsibility Matrix)

D. Line of Communication (Line of Communication Form)

E. Decision Times and Dispute Escalation (Decision Time Form)
4. Subcontractors

A. Names of proposed subcontractors (Subcontractors Information Form)

B. Sublet Request Forms

C. Line of communication: WisDOT, prime contractor, subcontractors

5. Suppliers

A. Names of proposed suppliers

6. Progress Meetings

A. Frequency of Meetings

B. Meeting location and time

C. Expected attendance 

7. Public Relations

A. Contact with news media

B. Contact with local government officials

C. Contact with abutting property owners

8. Contract Administration

A. Forms to be submitted by contractor

B. RFI Process

C. Notice of Change and claims process

D. Contract Features

a) Special Provisions & clarifications

b) Items of work

c) Measurement, acceptance, and payment process

d) Special measurement and acceptance procedures

E. Special permits

F. Progress payment process and frequency

G. Field Office and Field Laboratory

9. Construction Work Schedule

A. Overview by WisDOT

a) Notice to Proceed Procedures

b) Coordination with other projects, contractors, utilities, railroad

B. Contractor’s work schedule

a) Plan of work operations

b) Time frame, hours of work, number of shifts

c) Anticipated Conflicts

10. Major Work Operations 

11. Utility Coordination and Adjustments

A. Utility agreements

B. Utility work schedule

C. Current status of work

D. Anticipated Problems

12. Right of Way

A. Current status of agreements and commitments

B. Unsecured Parcels

C. Notifying owners about conflicts

13. Traffic Control

A. Traffic Control Plan

B. Holiday work restrictions

C. Signing requirements

D. Dust and Noise Control

14. Environmental Considerations

A. Erosion Control Implementation Plan

B. Erosion Control for the project

C. Protection of environmental features

D. Environmental Permits

15. Materials

A. Sources and locations

B. Testing and Certifications

C. Acceptance procedures

D. Rejected or Deficient Materials

E. Pits, quarries, and waste area requirements

F. QMP Process & Reporting procedures

16. Detours and Haul Roads

A. Identification of routes

B. Logging

C. Traffic Control

D. Restrictions, noise & dust control

17. Surveying

A. Initial layout and data transfer

B. Special staking information

18. Safety

A. Contractor’s Safety Plan

B. Job-related injuries and how will they be handled

C. Incident Management

D. Emergency protocols and contacts
19. Project Acceptance and Finals Process

A. Final acceptance procedure and punch list

B. Retainage 

20. Evaluations and Critiques

21. DBE Involvement

A. Project Goals

B. Contractor’s approach for achieving goal 

C. Apprenticeship Program

22. Labor and Wage Compliance Meeting

Preconstruction Meeting Agenda Guidance

The Preconstruction Meeting is an opportunity for department personnel, consultants, and contractor’s staff to become acquainted and begin the process of creating the Team that will build the project. It is a vitally important meeting where lines of authority and communication are established; responsibilities and duties of the contractor’s personnel, department personnel, consultants, subcontractors and suppliers are clarified; issues are identified and resolved - or a process for resolution determined; potential sources of misunderstanding are resolved; and detailed arrangements necessary for a successful project are worked out. Both the WisDOT Project Leader and Contractor’s Superintendent are responsible for making this a productive meeting and both should collaborate on the agenda and the attendees.

The “Draft Preconstruction Meeting Agenda” is not intended to be an all inclusive agenda, but rather an outline of potential topics that should be tailored to the specific project. Neither is it a stand-alone document. It is intended to be used in conjunction with Chapter 2, Section 10, Subject 80 of the WisDOT Construction and Materials Manual (C&MM). The C&MM has much more information on the individual agenda topics and this should be reviewed prior to conducting the project preconstruction meeting.

The purpose of the “Draft Preconstruction Meeting Agenda” is to reinforce the communication and collaboration aspects of the meeting so that issues and potential conflict areas can be identified and dealt with at the beginning of the project. Following the draft agenda may mean longer preconstruction meetings, but resolving lines of communications, roles and responsibilities, issues and conflict areas before starting the construction project will have a payoff throughout the duration of the project.
Major Subcontractors Contact Information

	I. Company
	II. Company
	III. Company

	
	
	

	     
	     
	     

	
	
	

	Foreman
	Foreman
	Foreman

	
	
	

	Name
	     
	Name
	     
	Name
	     

	Phone
	     
	Phone
	     
	Phone
	     

	Mobile
	     
	Mobile
	     
	Mobile
	     

	Email
	     
	Email
	     
	Email
	     


	FAX
	     
	FAX
	     
	FAX
	     

	
	
	

	Superintendent
	Superintendent
	Superintendent

	
	
	

	Name
	     
	Name
	     
	Name
	     

	Phone
	     
	Phone
	     
	Phone
	     

	Mobile
	     
	Mobile
	     
	Mobile
	     

	Email
	     
	Email
	     
	Email
	     

	FAX
	     
	FAX
	     
	FAX
	     

	
	
	

	Main Office
	Main Office
	Main Office

	
	
	

	Name
	     
	Name
	     
	Name
	     

	Phone
	     
	Phone
	     
	Phone
	     

	Mobile
	     
	Mobile
	     
	Mobile
	     

	Email
	     
	Email
	     
	Email
	     

	FAX
	     
	FAX
	     
	FAX
	     

	
	
	

	Other:
	Other:
	Other:

	
	
	

	Name
	     
	Name
	     
	Name
	     

	Phone
	     
	Phone
	     
	Phone
	     

	Mobile
	     
	Mobile
	     
	Mobile
	     

	Email
	     
	Email
	     
	Email
	     

	FAX
	     
	FAX
	     
	FAX
	     

	
	
	

	Other:
	Other::
	Other

	
	
	

	Name
	     
	Name
	     
	Name
	     

	Phone
	     
	Phone
	     
	Phone
	     

	Mobile
	     
	Mobile
	     
	Mobile
	     

	Email
	     
	Email
	     
	Email
	     

	FAX
	     
	FAX
	     
	FAX
	     


Major Subcontractors Contact Information Form Guidance

The Subcontractors Contact Information Form is a tool to collect and facilitate communication with the major subcontractors and material suppliers on a project. It is intended to be a resource for the project team and should be filled out at or soon after the Preconstruction Meeting. Information should be added to the form as the project progresses and subcontractor information becomes available. While it is provided as a resource to the project team, it does not change the official line of communication in that project contact with subcontractors and material suppliers should go through the prime contractor.

	Responsibility Matrix

	I- Initiates

R- Receives

A- Approves

C- Receives copy

PS- Participates in / supports

PN- Prepares notes

D- Distributes
	DOT Inspector
	DOT-Project Leader
	DOT Project Manager
	PD Super-visor
	PD Chief
	BPD Oversight Engr
	Approp. Statewide Bureau
	FHWA- oversight only
	Foreman
	Superin-tendent
	Contractor Main Office
	Sub-con
	Region TSS
	Region Operations

	Precon Meeting
	
	I/PN/D
	PS
	C/PS
	
	C
	
	PS
	PS
	PS/I
	C
	PS
	C
	

	ECIP
	
	A/D
	C
	
	
	
	
	
	
	I
	C
	PS
	R
	

	Request to Sublet
	
	A
	R
	
	
	
	
	
	
	PS
	I
	
	PS
	

	Project Schedule
	
	PS/D
	R
	C
	
	C
	
	C
	PS
	I
	PS
	PS
	C
	

	Notice to proceed
	
	I/D
	C
	C/PS
	
	C
	
	C
	
	
	C
	
	
	

	Source of Materials
	
	A
	C/R
	
	
	
	
	
	C
	PS
	I/D
	PS
	PS
	

	Project Progress Meetings
	PS
	I/PN/D
	C/PS
	
	
	C
	
	
	PS
	I/PS
	C
	PS
	
	

	CRI Concept
	PS
	R
	A/PS
	PS
	C
	PS/C
	C
	
	PS
	I/D
	PS
	PS
	
	

	CRI Proposals
	PS
	R
	A/PS
	PS
	C
	PS/C
	C
	C
	PS
	I/D
	PS
	PS
	
	

	RFI by Contractor
	
	R/PS
	
	
	
	
	
	
	I
	I
	
	I
	
	

	RFI by WisDOT
	
	I
	I
	
	
	
	
	
	PS
	P/R
	
	
	
	

	Payment estimates
	PS
	I
	R/A
	
	
	
	
	
	
	
	C
	
	
	

	Contract Modifications
	PS
	I/D
	C/A
	C/A
	A
	C
	C/A
	C/A
	PS
	I
	C/PS
	PS
	
	

	Work Inspection Report
	I
	R/D
	
	
	
	
	
	
	C
	C
	
	
	
	

	Report of deficient materials
	I
	I
	PS
	
	
	C
	
	
	PS
	PS
	PS
	PS
	I
	

	Final project acceptance
	PS
	I/D/PS
	A/PS
	C
	
	C
	
	PS/C
	
	
	C/I
	
	PS
	PS

	DBE Performance
	
	
	
	
	
	
	
	
	
	
	I
	
	R/A/D
	

	Certified Payrolls
	
	PS
	
	
	
	
	
	
	
	PS
	I/C
	I/PS
	A/PS
	

	Shop Drawings
	
	PS/C
	
	
	
	
	R
	
	
	
	I/D
	PS
	
	

	Environmental permits
	
	R
	
	
	
	
	
	
	
	PS
	I/D
	PS
	PS
	

	Modifications to traffic control
	PS
	I/D
	PS
	PS
	PS
	
	PS
	PS
	PS
	PS
	I/D
	PS
	PS
	PS

	Erosion Control Insp. Report
	I/PN
	A
	
	
	
	
	
	
	PS
	A
	
	
	
	

	Claim Initiation Form
	
	I
	C
	C
	C
	R
	
	
	
	
	
	
	
	


Responsibility Matrix Guidance

The Responsibility Matrix is provided as background information so that members of the project delivery team have a better understanding of who is responsible for initiating and approving various items and how the communication of these items occurs. It should be handed out at the Preconstruction meeting and be briefly discussed. It should also be posted within the Project Construction Office. Note, additional items should be added as needed by the project team as this initial list is not intended to be an exhaustive list of the myriad of items that arise on a construction project.

Wisconsin Department of Transportation

Emergency Incident Contact Information Form

	Project ID
	     

	Project Name
	     

	Location
	     

	Project Leader
	     


Emergency Services

	I.  Police
	II. Fire
	III. Other

	    
	
	

	     
	     
	     

	
	
	

	
	
	

	
	
	

	Phone
	911
	Phone
	911
	Phone
	     

	Phone
	     
	Phone 
	     
	
	     

	Non-Emergency
	     
	Non-Emergency
	     
	
	     


Electrical

	I. Company
	II. Company
	III. Company

	
	
	

	     
	     
	     

	
	
	

	
	
	

	
	
	

	Name
	     
	Name
	     
	Name
	     

	Address
	     
	Address
	     
	Address
	     

	Desk Phone
	     
	Desk Phone
	     
	Desk Phone
	     

	Cell Phone 
	     
	Cell Phone
	     
	Cell Phone
	     

	Home Phone
	     
	Home Phone
	     
	Home Phone
	     


	
	
	


Gas

	I. Company
	II. Company
	III. Company

	
	
	

	     
	     
	     

	
	
	

	
	
	

	
	
	

	Name
	     
	Name
	     
	Name
	     

	Address
	     
	Address
	     
	Address
	     

	Desk Phone
	     
	Desk Phone
	     
	Desk Phone
	     

	Cell Phone 
	     
	Cell Phone
	     
	Cell Phone
	     

	Home Phone
	     
	Home Phone
	     
	Home Phone
	     

	
	
	


Water

	I. Company
	II. Company
	III. Company

	
	
	

	     
	     
	     

	
	
	

	
	
	

	
	
	

	Name
	     
	Name
	     
	Name
	     

	Address
	     
	Address
	     
	Address
	     

	Desk Phone
	     
	Desk Phone
	     
	Desk Phone
	     

	Cell Phone 
	     
	Cell Phone
	     
	Cell Phone
	     

	Home Phone
	     
	Home Phone
	     
	Home Phone
	     

	
	
	


Sanitary Sewer

	I. Company
	II. Company
	III. Company

	
	
	

	     
	     
	     

	
	
	

	
	
	

	
	
	

	Name
	     
	Name
	     
	Name
	     

	Address
	     
	Address
	     
	Address
	     

	Desk Phone
	     
	Desk Phone
	     
	Desk Phone
	     

	Cell Phone 
	     
	Cell Phone
	     
	Cell Phone
	     

	Home Phone
	     
	Home Phone
	     
	Home Phone
	     

	
	
	


Storm Water

	I. Company
	II. Company
	III. Company

	
	
	

	     
	     
	     

	
	
	

	
	
	

	
	
	

	Name
	     
	Name
	     
	Name
	     

	Address
	     
	Address
	     
	Address
	     

	Desk Phone
	     
	Desk Phone
	     
	Desk Phone
	     

	Cell Phone 
	     
	Cell Phone
	     
	Cell Phone
	     

	Home Phone
	     
	Home Phone
	     
	Home Phone
	     

	
	
	


Telephone

	I. Company
	II. Company
	III. Company

	
	
	

	     
	     
	     

	
	
	

	
	
	

	
	
	

	Name
	     
	Name
	     
	Name
	     

	Address
	     
	Address
	     
	Address
	     

	Desk Phone
	     
	Desk Phone
	     
	Desk Phone
	     

	Cell Phone 
	     
	Cell Phone
	     
	Cell Phone
	     

	Home Phone
	     
	Home Phone
	     
	Home Phone
	     

	
	
	


Communications

	I. Company
	II. Company
	III. Company

	
	
	

	     
	     
	     

	
	
	

	
	
	

	
	
	

	Name
	     
	Name
	     
	Name
	     

	Address
	     
	Address
	     
	Address
	     

	Desk Phone
	     
	Desk Phone
	     
	Desk Phone
	     

	Cell Phone 
	     
	Cell Phone
	     
	Cell Phone
	     

	Home Phone
	     
	Home Phone
	     
	Home Phone
	     

	
	
	


Railroad

	I. Company
	II. Company
	III. Company

	
	
	

	     
	     
	     

	
	
	

	
	
	

	
	
	

	Name
	     
	Name
	     
	Name
	     

	Address
	     
	Address
	     
	Address
	     

	Desk Phone
	     
	Desk Phone
	     
	Desk Phone
	     

	Cell Phone 
	     
	Cell Phone
	     
	Cell Phone
	     

	Home Phone
	     
	Home Phone
	     
	Home Phone
	     

	
	
	


Other

	I. Company
	II. Company
	III. Company

	
	
	

	     
	     
	     

	
	
	

	
	
	

	
	
	

	Name
	     
	Name
	     
	Name
	     

	Address
	     
	Address
	     
	Address
	     

	Desk Phone
	     
	Desk Phone
	     
	Desk Phone
	     

	Cell Phone 
	     
	Cell Phone
	     
	Cell Phone
	     

	Home Phone
	     
	Home Phone
	     
	Home Phone
	     

	
	
	


Other

	I. Company
	II. Company
	III. Company

	
	
	

	     
	     
	     

	
	
	

	
	
	

	
	
	

	Name
	     
	Name
	     
	Name
	     

	Address
	     
	Address
	     
	Address
	     

	Desk Phone
	     
	Desk Phone
	     
	Desk Phone
	     

	Cell Phone 
	     
	Cell Phone
	     
	Cell Phone
	     

	Home Phone
	     
	Home Phone
	     
	Home Phone
	     

	
	
	


emergency incident Contact Information Form Guidance

The Emergency Incident Contact Information Form is a tool to collect critical incident contact information on a project so that it is readily available should an emergency develop. It is intended to be a resource for the project team and should be filled out at or soon after the Preconstruction Meeting. Information should be completed as completely as possible prior to the start of construction and shared with the entire project team.  It is suggested that the form be posted in the Project Office and distributed to all project personnel.

Project Leaders are urged to not just list 911 for the Emergency Services Number but to also include specific telephone numbers.  Utility contact numbers should also include specific names and telephone numbers rather than a general company information number when possible.

On many projects there is sufficient underground work and potential for conflicts with underground utilities to warrant compiling the most critical numbers in a pocket size and laminating them for distribution to all project personnel.

Some projects have found it useful to develop a project sign-in board so that everyone working on the project provides on a daily basis: who they are, what activities they are performing, and the location they will be working at.   Such information is useful for management of the project and assisting in locating personnel should an emergency develop. 

Module 3

Construction Contract Administration Communication Tools

1. RFI 

2. Progress Meeting Agenda
3. Progress Meeting Agenda Guidance
4. Progress Meeting Note Form 

5. Progress Meeting Note Guidance
6. Project Issue Tracking Form 

7. Project Issue Tracking Form Guidance
Request for Information (RFI)

Request for Information (RFI) guidance is located in CMM 2.18.

. 

Wisconsin Department of Transportation 

Construction Progress Meeting

Agenda for (Month Day, Year)

	Project ID
	     

	Project Name
	     

	Location
	     

	Project Leader
	     


1. Review Previous Progress Meeting Notes

2. Outstanding Issues

3. Work in Progress

A. Prime Contractor

a) Work completed last week

b) Work scheduled for next week

c) Work scheduled for the following week

B. Subcontractor

a) Work completed last week

b) Work scheduled for next week

c) Work scheduled for the following week

4. Progress Schedule

A. Current Schedule Update

B. Critical Path/Controlling Items of Work Activities

C. Current Completion Date

D. Next Schedule Update

5. Critical Delays (work on critical path or controlling item)

A. Delays since last meeting?

B. Current Delays

a) Excusable

b) Non-Excusable

C. Potential Delays

a) Excusable

b) Non-Excusable

6. Non-Critical Delays (work NOT on critical path or a controlling item)

A. Delays since last meeting?

B. Current Delays

C. Potential Delays

7. Utilities

8. Maintenance of Traffic

A. Upcoming closures

B. Modifications to traffic control

C. Other

9. Materials

A. QMP Materials Testing

B. Non-QMP Testing

C. Deficient Materials

D. Plan/Shop Inspections

10. Environmental

A. Regulatory Permits

B. Erosion Control

C. Other

11. Submittals

A. Under Review

B. To Be Submitted

12. Request for Information (RFI’s)

A. Outstanding RFI’s

B. Upcoming RFI’s

13. Contract Modification Status

14. Dispute Resolution

A. Current Disputes

a) Stage of dispute resolution process

B. Potential Disputes

C. Claims

a) Current

b) Potential

15. Completed Items & Agreement on Final Quantities

16. Progress Estimate

17. Safety

A. Work site safety

B. Work Zone safety

C. Emergency Incidents
18. Public Relations

19. EEO/Prevailing Wage

20. DBE Commitment Status/Update

21. Finals Process

22. New Issues

23. Next Meeting

A. Date

B. Time

C. Location

Progress Meeting Agenda Guidance

It is anticipated that project progress meetings will be conducted weekly on typical WisDOT projects. However, there may be select noncomplex, low-cost projects where weekly meetings may not be necessary. The intent is that these meetings be kept as brief as possible to minimize demands on attendees and enable prompt distribution of notes. The weekly progress meetings are conducted to: review construction progress and future work activities, identify potential delays as early as possible for mitigation planning, raise issues and bring them to resolution, and make subsequent action assignments when appropriate. It is essential that action assignments be followed up on as part of “Outstanding Issues” at each meeting to verify closure of each assignment in a timely fashion.

The Draft Agenda is meant to provide a starting point for typical projects and some items may not need to be covered. However, it was developed to encourage discussion on items that routinely can become larger issues if left unaddressed and eliminating any agenda topic should be done deliberately and carefully. 

Normally the WisDOT Project Leader is responsible for establishing the agenda and it should be distributed to attendees ahead of time as it forms the basic meeting outline. 

Wisconsin Dept of Transportation Meeting Notes

	Prepared By
	     
	Signed
	     
	Date
	     


	Project
	     

	Location
	     

	Date & Time
	     

	Subject
	Progress Meeting


	Initials
	Attendee Name
	Company Name

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


	     
	     
	     


	Item
	Date
	Description
	Status
	Due
	Ball-in-Court

	
	
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


Project Progress Meeting Notes Guidance

It is important that concise notes be developed from the project Progress Meetings to record and document the discussions held. The notes should be sensibly concise, summarizing the discussion topics and adding detail only when required or appropriate to the subsequent actions required. Overly lengthy notes increase the preparation time and can mask the issue at hand if too much detail is added. Generally the WisDOT Project Leader or a designated recorder is responsible for the preparation of the meeting notes.

The purpose of the Progress Meeting is to raise issues and bring them to resolution, subsequent action assignments are often made. These must be documented in the published notes and followed up on as part of old business at each meeting to verify closure of item. 

Recording of the meeting notes can take many formats. It is more important to capture items such as the meeting date & time, attendees, summary of issues discussed, actions to be taken, and action assignments made than to follow a prescribed meeting format. Some Project Leaders prefer to simply add discussion summaries to the published agenda. Others have other styles they prefer. A Meeting Notes Form is also provided and it has proven useful on some projects.

Use of the Meeting Notes Form can simplify note keeping in that every item is assigned a sequential numerical number. A date is recorded as to when the item or issue was first brought up, a brief description of the discussion is recorded and it is noted if this is a new, old, or closed issue. Action assignments are given a due date and the responsible party “Ball-In-Court” person is identified by their initials. An item may carry over for several meetings and then a letter designation is added to the pre-assigned numerical number as updates are made so progress of resolution of an item can be tracked. “Closed” items are then dropped from the published notes so as to not add unnecessarily to the length of the notes. This note taking format has proven useful in building the next meeting agenda, tracking the progress on an issue, and for clearly identifying action assignments.

Project Issue Tracking Form

	Project ID:
	     

	Roadway:
	     

	Description:
	     

	County:
	     


	NO. 1
	DATE

     
	ISSUE

     
	STATUS

     

	
	     
	RESOLUTION

     
	     

	NO. 2
	DATE

     
	ISSUE

     
	STATUS

     

	
	     
	RESOLUTION

     
	     

	NO. 3
	DATE

     
	ISSUE

     
	STATUS

     

	
	     
	RESOLUTION

     
	     


PROJECT ISSUE TRACKING FORM GUIDANCE

The Project Issue Tracking Form provides a way for the Project Team to document and track progress in resolving issues on the project. Issues typically will be identified during Project Progress Meetings, but issues may be brought to the attention of the Project Leader at any time from a variety of sources. The WisDOT Project Leader is responsible for sequentially numbering the issues as they arise and updating the form as progress is made in resolving the issue.

When an issue is first identified it is assigned a number and the date the issue was first identified is entered on the form. A brief description of the issue is then entered on the form and the “status” is shown as being Open.

As the issue is dealt with, dates are entered under the “Resolution” heading and a brief description of the progress is entered on the form. If additional rows are required for a given issue, insert rows as necessary.

When the issue is resolved, the date of the resolution and a brief description of how the issue was resolved is entered on the form and the “status” is changed to Closed. 

The Project Issue Tracking Form can be used to assist in conducting the Project Progress Meetings and as a supplement the Progress Meeting Notes.

An example of how the form can be used is provided below. 

 [image: image1.png]PROJECT ISSUE TRACKING FORM

Project ID: 0095-05-72
Roadway. STH723
Description Bucky Lane to Panther Drive
County. Dane
NOJ DATE [ISSUE STATUS
1 | 06/19/08 [Region requested extra work, moving highway lighting control cabinet south of structure B-33-556 Open
RESOLUTION
07/08/08 |Waiting for plan processing and quantities
07/17/08 |Plan given to contractor, wating fo prices to prepare approval justification
08/12/08 [Approval Justification #5 processed and contractor authorized to perform work Closed
NO| DATE [ISSUE STATUS
2 | 07124108 |Requested revised construction schedule Open
RESOLUTION
07/31/08 |Revised schedule received at weekly progress meeting Closed
NO| DATE [ISSUE STATUS
3
RESOLUTION
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