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Purpose:

The purpose of this Standard Operating Procedure is to provide guidelines to transferring information 
from the Preconstruction Manager to the construction team. 

Procedure:

1) Schedule the preconstruction meeting. This meeting should be no sooner than one (1) week after the 
Project Manager and Superintendent have been provided with the project documents.
 

2) Conduct the meeting in accordance with the Pre-Construction Planning meeting form. The templet for 
this form is on the “P;drive” (P:/Forms/01-Office Forms). 

3) Meeting participants sign the Pre-Construction Planning Meeting form and file it in the “Financial 
and Contracts” folder. 


