
Appendix A



PRECONSTRUCTION CONFERENCE NOTIFICATION AND AGENDA

The following examples include a notification letter for the Preconstruction Conference and a Preconstruction Conference Agenda to assist in facilitating the meeting. The agenda presents a minimum set of topics that should be discussed during the Conference; however, not all topics will be covered for every project in every Region. Modify this agenda to meet the needs of your project. Copies of this Agenda are available from the CDOT website:

https://www.codot.gov/business/designsupport/bulletins_manuals/construction-manual/construction-manual

Contact the Area Engineer in the Contracts & Market Analysis Branch for additional information.
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Project Development Branch 2829 W. Howard Place Denver, Colorado 80204


Date	RE:

Name Of recipient Company
Another Line
555 Address St. Apt. 55
Denver, CO 80222

To Whom It May Concern:

This is to confirm that the Preconstruction Conference for the XXXX project has been scheduled for [DATE]. The conference will be held at [TIME] in/at [LOCATION NAME WITH ADDRESS AND GENERAL DIRECTIONS IF NECESSARY].

If your superintendent is unable to attend, the meeting will be rescheduled. You may invite representatives of each subcontractor.

In addition, you need to provide the information previously requested, at least two working days prior to the conference. You may hand carry or mail the information to the Resident Engineer’s office at [ADDRESS]. Should you choose to mail it, please allow an additional three to four working days for delivery. Timely submittal of the information will assure that the conference will continue as scheduled.

You must obtain consent to sublet portions of the work prior to that portion of the work beginning. Form 205 – Sublet Permit Application is required for each subcontractor on the project. Please allow [NUMBER] days for CDOT to process the forms. If you need copies of this form, please contact the Resident Engineer or Project Engineer listed below:

[RESIDENT ENGINEER PROJECT ENGINEER]

The general outline for the conference agenda will be as follows:

	Project Organization Utilities/Railroad
EEO and Labor Compliance Project Status
General Comments
	Right of Way Materials Safety Surveying


[image: CDOT Logo]


Utility/Railroad/Entity companies with facilities affected by work on this project are:

	COMPANY
	CONTACT
	PHONE

	Utility Name
	Person
	XXX-XXX-XXXX




Please call the Project Engineer at (XXX) XXX-XXXX with any questions. Sincerely,
Resident Engineer Signature Block



	CC:
	Federal Highway Administration Project Development Branch
Bridge Design and Management Branch Office of Public Relations
Region Maintenance Section Region Traffic and Safety Section
Region Program Engineering Section, Right of Way Unit
Region Program Engineering Section, Materials Laboratory Unit Region Program Engineering Section, Survey Unit
Region Program Engineering Section, Utilities Unit Region Planning and Environmental Section Region Landscaping Unit
Region Equal Employment Opportunity Office Project Engineer
Head Tester Resident Engineer Project File
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Project Development Branch 2829 W. Howard Place Denver, Colorado 80204


Date	RE:

	FAX TO:

	COMPANY
	CONTACT
	FAX NUMBER

	Public Service Company - Lighting
	Cheri Weers
	303-595-4577

	Public Service Company Elec. Distribution
	Clint Berry
	303-571-7866

	Public Service Company - Gas
	Don Booton
	303-571-3826

	U.S. West Communications
	Bill Reed
	303-451-2579

	AT & T Cable Services/TCI of Colorado
	Eric Carroll
	303-603-5980

	MCI Telecommunications Corporation
	Jesse Padilla
	303-214-7130

	US Sprint
	Larry Schneidmiller
	303-789-4867

	Denver Water Department
	Paul McQuade
	303-628-6851

	Denver Wastewater Management (Const/Insp)
	Dave Willett
	303-446-3589

	Metro Wastewater Reclamation District
	Ron Maring
	303-286-3030

	Burlington Northern and Santa Fe Railway
	
	




The Preconstruction Conference for the above-referenced project will be held on[DATE AND TIME], [LOCATION].  The contract for this project has been awarded to [PRIME].

Please contact the Project Engineer or Resident Engineer at (XXX) XXX-XXXX Sincerely,
Resident Engineer signature block
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