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Agenda Template
The following agenda items are provided as a guide, the Contract Administrator shall select from the below the topics which relate to the subject Agreement and include them the Agenda for issuance to the Contractor / 2nd Party. The Minutes shall be recorded describing the discussions held during the meeting on the requirements for each of the agenda items and the obligations of the relevant Parties during the Execution of the Works or Services
Introduction, Background and Organization 
Introduction of Entity’s representatives and their roles on the Project.
Introduction of 2nd Party’s representatives and definition of their roles 
[bookmark: _GoBack]Notification of Authorized Representatives – Entity’s and 2nd Party’s
Health, Safety, Security & Environment
A. Organization and Expectations
1. Zero Accident Philosophy
2. Roles/Responsibilities
3. Safety Representatives
B. HSS&E Program and Standards
1. Safety and Health Program
2. Environmental Control Plan
3. Entity’s Requirements
C. Training and Education
1. New Employee Orientation/Visitors Orientation
2. Weekly Safety Meeting
3. Specialty Training
a. Safety Leadership Workshop
b. First Aid/CPR
D. Reports, Investigations and Records 
1. Reporting/Investigating Accidents, Injuries and Near Misses 
2. Monthly HSS&E Performance Report
3. Weekly Toolbox Talks
E. Field HSS&E Systems
1. Personal Protective Equipment
2. Job Hazard Analysis
3. Excavations/Utility Avoidance
4. Barricades/Signs
5. Confined Spaces
6. Emergency Procedures
7. Housekeeping
8. Lock-Out/Tag-Out
9. Audits, Assessments and Inspections
· Daily/Weekly Assessments and Metrics
· Formal Assessments/Audits
· 2nd Party Notice of Non-Compliance/Stop Work 
Engineering 
A. Weekly design progress meetings
B. Preparation and submittal of detailed design and technical specifications
1. List of drawings
2. List of specifications (complete list for 100% for final design)
3. List of calculations to be prepared
4. List of design check implementation procedures
5. List of any proposed modifications to preliminary design drawings and explanations to support any proposed modification.
C. Design Basis
D. Project design drawings and their distribution. 
E. Copy to be issued for construction soft copy provided
F. Electronic submittal, review and comment drawings
G. CAD software, procedure and formatting
H. Independent design checker
I. Deliverable requirements
J. Schedule of Submittals
K. Construction Drawings, Materials, Manufacturer’s Data, Samples and other data
L. 2nd Party’s Verification / Document Status Stamp
M. As-Built Drawings
N. Standardized QA / QC Forms
O. Laydown Area Construction Details

Document Control 
A. Document submittal register 
B. Document Numbering
C. Document Format
Quality Assurance / Quality Control  
A. Quality Management System Requirements
B. Quality Plan
C. Procedures for execution of work activities
D. Inspection & Test Plan
E. Entity’s Witness & Hold Point Inspections
F. Entity’s Surveillance of quality activities
G. QA Audits by Entity
H. Submittal of Non-conformances to Entity
I. Transmittal of Issues requiring corrective action to Entity
J. Constraints regarding commencement of Construction activities

Procurement and Subcontracts
A. Entity’s consent required for major subcontracts 
B. Ensure flow down of appropriate Contracts provisions to subcontractors 
C. 2nd Party responsible for management of its own subcontracts
D. Access to vendor premises for inspection

Construction
A. Scope of Work 
B. Jobsite Work Rules
C. Compliance with Project Labour Requirements  
D. 2nd Party’s facilities 
E. Entity-furnished facilities
F. Construction Equipment 
G. Permit responsibility 
H. Work coordination
I. Daily Reports
J. Method Statement submission and review
K. Reporting disputes
L. Badges

Construction Schedule and Progress Reporting
A. Schedule to be Furnished
1. Format
2. Mobilization & Initial activities
3. Content/Detail
4. Critical items reporting
5. 4-week rolling schedule
B. Design Process
1. Support milestones
2. Drawing register
3. Process 
C. Coordination with others
D. Resource loading
1. Equipment
2. Manpower
3. Key quantities
E. Progress curve
1. Overall and by area
2. Weighting
F. Reporting
1. Monthly progress report
2. Weekly progress report
3. Daily report
4. Deliverables due date

Contracts Management
A. Contract Document
1. Correspondence
2. Control and distribution
3. Formal notices
4. Requirement for sequential serialization
B. Contract Variation Orders 
1. Variation Order Procedure
2. Cost records related to Variations
C. Payment and Performance Bonds - 2nd Party submittals 
D. Payments 
1. Advance payment
2. Progress payment schedule
3. Progress measurement and approval 
4. Invoice and Certificates of Payment 
E. Backcharges  
1. Notices
2. Procedure
3. Performance
F. Ethics and Conduct 
1. Conflict of Interest
2. Gifts	

Risk Management
1. Insurance coverage
2. 2nd Party’s insurance obligations
3. Claims reporting and Handling	

Any Other Business 
1. Reiteration of Requirements 
2. Requirement for periodic progress review and coordination meetings 
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