	Preparatory Meeting Checklist

	Project Name: [ENTER PROJECT NAME/GIVEN NAME]
	Project Number:

	Date:
	Sheet:
	Spec. Section:
	Page:     1  of   3 

	

	PERSONNEL PRESENT



	Staff Notified?                       YES   ☐    NO   ☐             _____ Hours in Advance

	Name
	Position
	Company/Government

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	SUBMITTALS
	Review submittals and/or submittal register.  Have all submittals been approved?  YES   ☐   NO   ☐            

	
	If no, what items have not been submitted?

	
	

	
	

	
	Are all materials on hand?  YES   ☐   NO   ☐

	
	If no, what items are missing?

	
	

	
	

	
	Check approved submittals against delivered material.  (This should be done as material arrives)

	
	Comments:

	
	

	
	

	MATERIAL STORAGE
	Are materials stored properly?  YES   ☐   NO   ☐

	
	If no, what action is taken?

	
	

	
	

	
	

	
	

	
	

	

	SPECIFICATIONS
	Review each paragraph of specifications.

	
	

	
	

	
	Discuss procedure for accomplishing the work.

	
	

	
	

	
	

	
	Clarify any differences.

	
	

	
	

	
	

	PRELIMINARY WORK & PERMITS
	Ensure preliminary work is correct and permits area on file.

	
	If no, what action is taken?

	
	

	
	

	
	

	
	

	
	

	TESTING
	Identify test to be performed, frequency and by whom.

	
	

	
	

	
	

	
	When required?

	
	

	
	

	
	

	
	Review testing plan.

	
	

	
	

	
	

	
	Have test facilities been approved?

	
	

	
	

	
	

	Preparatory Meeting Checklist 

	

	SAFETY
	Site Safety Plan Approved?  YES   ☐   NO   ☐

	
	Review Site Safety Plan:

	
	

	
	

	
	

	
	

	MEETING COMMENTS
	Comments during meeting:

	
	

	
	

	
	

	
	

	
	

	
	

	WORKSHEETS
	Worksheets:

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	OTHER ITEMS OR REMARKS
	Other items or remarks:

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Reported By:

(Quality Control Inspector)
	Reviewed By:

(Quality Control Manager)
	Reviewed By:

(MSD QA Representative)


