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Pre-Job Meeting Checklist

Job Name: ________________________
Date: ___________

Attended By:

Customer Contact Name: 
____________________________

Sales / Estimator: 


____________________________

Project Manager: 


____________________________

The purpose of this meeting is to communicate the transition from the Sales / Estimator to the Project Manager to complete the scope of work and inform all parties of the project details.  The communication, scope of work, material selections, expectations, project conditions, and scheduling will be discussed in detail and are extremely important for a smooth completion and satisfaction of the project.  Although some items are not applicable to the project, all the items applicable are important to discuss, clarify, and decisions must be made.

Communication

· Introduction of the project manager and customer

· Explanation that the project manager is responsible for the quality, coordination, and scheduling of the project.  The project manager is now the first point of contact for the customer.

· Explanation that the Sales / Estimator is responsible for the communications to the insurance adjuster if applicable, change orders, and insurance supplemental.

· Who is the decision maker and one contact person to be contacted by Showcase DKI?  ___________________________________

· Give customer business cards & confirm customer contact numbers

· What hours can we contact you and how? (I.e. on-site meetings, phone, e-mail, fax, etc.):  __________________________________ 

Scope of Work

· Publically, Read through the estimate / scope of work.

· Change Orders and Insurance Supplemental(s) procedure.  See “Changes & Additional Work Order” document.

· Any changes or additional work, not in the contracted estimate, will not be completed with out a written and signed change order. 

· The Insurance supplemental is usually finalized at the end of the project but items are approved by the insurance adjuster throughout the projects duration, if applicable.

· Explain payment schedule on change orders.

· Change orders are to be written for credits as well as additions.

· Explain unforeseen damages and extra work needed after construction begins and a change order or insurance supplemental will be needed.

· Work items not documented to be done or paid for, do not expect them to be completed.

· Home owner change orders and insurance supplemental(s) will add time to the project duration.

Material Selections

· Review material selections or material selection sheet, layout, or design required for the project.

· The earlier the material selections are made, the better chance the project will stay on schedule.

Expectations

· Review payment schedule per the contract and note coordination needed with the mortgage company?  ________________________

· If payments fail to be made on time, the project will be stopped with or without notice.

· If applicable, has your deductible been paid?  If not, go over the arrangements made.

· Explain construction debris and noises.  See “Dust and Debris” document.

· Daily Project Cleanliness to be?  _____________________________

· Explain project schedules and.  See “Project Schedules” document.

· Explain subcontractors that may work on the project.  See “Subcontractor” document.

· What trades will be subcontracted? _________________________ _______________________________________________________

· What contents need to be moved by the customer prior to construction?  ___________________________________________

· What contents need to be moved and unsalvageable contents status?  ________________________________________________

_______________________________________________________

Project Conditions

· Explain pre-existing conditions and identify any damaged areas, with a camera that is not included in the scope of work.

· Identification of pre-existing conditions?  ______________________

______________________________________________________

· Explain matching of materials or specific trade guidelines and expectations.  See “Hardwood Floor Restoration Guidelines” document, if applicable.

· Note any temporary protection needed for existing surfaces during construction?  __________________________________________

· Security System Details? __________________________________

· Material Storage? ________________________________________

· Dumpster placement? _____________________________________

· Restroom Facilities? ______________________________________

· Vehicle parking? _________________________________________

· Lockbox placement or access?  _____________________________

· Company sign placement? _________________________________

· Smoking considerations?___________________________________

· Pet considerations? _______________________________________

Schedule
· What hours can we work? __________________________________

· What days can we work? __________________________________

· Projected Project Duration?  ________________________________

· Review computerized project schedule, if applicable (large projects).
· Note and schedule when the next meeting will take place.  _______________________________________________________

· Any other questions or concerns?  __________________________ _______________________________________________________

By signing below, I agree to all the communications, scope of work, material selections, expectations, project conditions, and scheduling details of Showcase DKI that were covered during the Pre-Job meeting.

____________________________
_________________________

Customer





Date

____________________________   
_________________________


Project Manager




Sales / Estimator






