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Purpose:

The purpose of this Standard Operating Procedure is to review the job progress monthly with the
Superintendent, Operations and the Project Manager. In this meeting the team will review status of the
Contract, Commitments, Change Orders, Schedule, Drawings, Submittals, RFI’s, Meeting Minutes,
Safety Inspections, Daily Log, Photos, Weekly Reports, and Job Cost.

Procedure:

1) Tt is the Project Manager’s responsibility to schedule Monthly Job Meeting with team.

2) Project Manager to complete and fill out Monthly Job Forecast Manager Forms for the meeting to
review.

3) The Project Manager prints off a copy of the Monthly-Job Review Meeting spreadsheet along with
Monthly Job Forecast Manager Form for each of the participants and brings it to the meeting.

4) Operations to review Monthly-Job Review Meeting Discussion Items/Agenda with Project Manager
and Superintendent. Action items to be filled in and documented. Below is a list of actions items that
are covered during the meeting.

(1) Procore Prime Contract Review

a) Executed Contract Attached.

b) All fields completed.
(2) Procore Commitments

a) All Commitment Issued.

b) Status of Commitments Issued.
(3) Procore Change Orders

a) Review Change Orders

b) Review Potential Change Orders.

¢) Review Change Order Requests

d) Review Subcontract and Purchase Order Change Orders
(4) Procore Schedule

a) Is the Schedule Posted and Updated?

b) Compare progress versus contract schedule.

c) Delays documented (scope, weather, approvals, etc.)
(5) Procore Drawings and Specifications

a) Are the current drawings and specifications posted?
(6) Procore Submittals

a) Has a submittal been inputted?

b) Review status of submittals

c) What submittals are critical or behind schedule?
(7) Procore RFI’s

a) Review RFI Status

b) Are any RFI answers resulting in schedule/cost impacts?
(8) Procore Meeting Minutes

a) Are OAC meetings being documented?

b) Are subcontractor meetings being documented?

c) Pre- Pour, Pre-roof, etc. being documented?
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(9) Procore Observations
a) Are there any open observations that need to be discussed?

(20) Procore Safety Inspection
a) Are weekly safety inspections being performed and documented?
(11) Procore Daily Log

a) Are daily logs being completed by the superintendent for each day of work?
b) Are delays being documented?
(12) Procore photos
a) Are an adequate number of photos being taken per week to document progress and
special conditions?

(13) Procore Weekly Reports
a) Are weekly reports being completed?
(14) Forecast Manager Job Cost

a) Operations to review job cost with Project manager and Superintendent.
1) What is driving cost if over budget or estimated to be over budget.
2) What can be done to help with cost, (logistics, Manpower, etc.)
5) Atend of meeting Project Manager to upload Monthly Job Review Meeting spreadsheet into
Procore under Documents/Internal Documents/Monthly Job Meeting folder. Action items to be
reviewed and discussed for the next meeting.



