PROJECT ENGINEER PROCEDURES

Pre-Construction Services-(Project Engineer Only)

Schedule and organize regular Owner/Architect/Contractor (OAC) meetings as required
by the Project Manager.

Document Pre-Construction OAC meetings and distribute minutes to attendees.

As the design progresses, identify issues and provide helpful input to assist the Owner in
improving quality and reducing costs.

Continue to address and track issues at each meeting until each item has been closed
out.

Build positive relationships with Owner and Architect.

Verify that plans and specifications have been finalized.

Under the direction of the Project Manager (PM), maintain the pre-construction
schedule.

Determine lead time issues that may affect the critical path of the construction schedule
and take appropriate action.

Start-up Checklist

Understand the contract language and terms, including liquidated damages.

Review all subcontractors’ scopes of work and provide feedback to applicable estimator
as needed for any adjustments to the contract prior to contracts being issued.
Participate in interviews with subcontractors being considered with Estimator. Use the
standard agenda during the interview.

Verify a full size set of Construction Drawings is provided for As-Built documentation
and is located at the project construction trailer.

Coordinate with Estimator in the final selection of subcontractors.

Review plans and specifications thoroughly in order to identify all errors and
inconsistencies. Ensure that a Request for Information (RFl) is issued formally to the
design team.

Establish a submittal log based off of the contract drawings and specifications. Ensure
the log is distributed to the owner/ design team for input.

Set up submittal folders in the H drive by specification to track submittal status.
Participate in the job pass meeting, along with the Estimator, PM, Field Superintendent,
and CFO.

Develop the Subcontractor Contact Directory and distribute to the PM, Site
Superintendent, and Project Assistant.

Prepare the Subcontractor Pre-Preconstruction Conference Agenda under the direction
of the PM, using the standard agenda.
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Prepare the Site Utilization Plan as designed by the PM.

Under the direction of the PM, assist as needed in arranging for temporary facilities
including toilet, power, job trailer, fence, office furniture, etc.

Assist the PM as directed to ensure that all building permits, and posters such as
SWPPP, safety including (Emergency Response), Federal Wage and Hour, and Davis-
Bacon wage determinations are displayed properly at the jobsite.

Document and distribute minutes for OAC Meetings to all attendees weekly.

Assist in the buyout process for trade items that were passed from estimating as
budgets.

Issue Management

Identify, forecast, and document situations that could result in additional costs or time
delays and notify the Project Manager.

Notify the PM of a Change Request (CR) for each cost related or delay issue.

Request subcontractor and supplier pricing for change conditions. Ensure that
subcontractors understand time restrictions and processes for reporting change
conditions.

When requested by PM, review subcontractor pricing to verify that quantities and
pricing is fair and reasonable.

Create a folder on the H drive for each CR that correlates to and contains all supporting
documentation related to the CR, including emails, photos, information from the
architect and engineers, inspection reports, etc.

Ensure that no additional work proceeds at the field level without a fully executed
change order in place.

General

Issue RFIs related to drawing interpretation problems, conflicts, interferences and
errors.
Under the direction of the PM, transcribe and distribute all meeting minutes related to

the project to meeting attendees.

Thoroughly review and process subcontractor submittals.

Maintain and update the submittal and RFI logs in eSub.

Distribute answered RFIs to all subcontractors on the project.

Update the project on eSub with all answered RFls, approved Shop Drawings, and
current ASls and distribute accordingly.

Maintain the working set of plans and specifications (both hard copies and an electronic
version) by inserting all updates and revisions. Distribute these to all subcontractors
and suppliers as appropriate.
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e Generate and maintain project procurement log for critical path materials and
coordinate delivery dates with the project Superintendent.

e Prepare and update project schedules.

e Assemble and update the monthly project report.

Required Meetings

e Job Pass Meeting.

e Subcontractor Pre-Construction Conference.

e Weekly Project OAC Meetings.

e Weekly Subcontractor Foreman Meetings, if situations with the project mandates this.
(Ensure that all subcontractors on the 3-week look ahead schedule are in attendance.
On site PE’s only.)

e Monthly Project Review Meetings.

e Project Close-out Meeting.

Project Completion-Close Out

e Assist as required by the PM in the generation and completion of the punch list.

e Track and resolve all bonded and escrowed items prior to final inspection.

e Under the direction of the PM, complete all project management close out duties.

e Close out the Building Permit with the applicable jurisdiction.

e Complete all outstanding issues with subcontractors.

e Coordinate, attend, and video the systems training to be included in the Operation &
Maintenance (O&M) manuals.

e Compile information for the O&M manuals and as-built drawings as required by the
design team and owner.

e Coordinate O&M Training, recording instructions for the Owner’s Maintenance
Personnel.

e Coordinate with the Superintendent to ensure that all temporary facilities including
toilet, power, job trailer, and equipment are removed from the project site.

e Schedule a project Close-out Meeting to include the Operations Manager, Estimator,
Project Engineer, Superintendent, and Project Assistant. Following the standard agenda.
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Additional Duties — Onsite Project Engineers Only

When onsite, enforce job specific safety plan and verify that subcontractors are
adhering to Company and OSHA safety requirements. Document issues that need to be
corrected, and confirm that the items have been corrected.

Conduct an internal inspection and approve all installed work including concrete
placement, 4-way, and above ceiling. Ensure that project specific materials have been
installed.

Perform daily/weekly inspections of completed work to ensure it is compliant with
applicable codes, specifications, and drawings. Work not compliant should be
documented in a deficiency log managed by the Project Superintendent.

Attend project related meetings, documenting all issues discussed and distributing
meeting minutes to meeting attendees.

Take and distribute progress photos to the Owner and Architect as required by the PM.
Update and maintain onsite As-Built Drawings to reflect all RFlIs, ASls, change conditions,
etc.
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