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Begin PM pre-job planning activities:

• Review plans and specs

• Complete submittal package

• Finalize budget and breakdown for constructability

• Develop production expectations with input from Foreman

• Buyout subcontractors/temporary labor and material

• Monitor project schedule 

• Meet and develop relationship with GC project team

• Develop deliverables and project turnover sheet to handover 

to Foreman/Supt and foreman

• Develop safety documentation

Begin Foreman pre-job planning activities:

• Review plans and specs

• Visit jobsite and monitor project schedule

• Identify equipment needs

• Provide input to PM on production expectations

• Assign foreman and assemble necessary crews and labor

• Develop site logistics plans (parking, badging, directions)

• Gather safety materials

Project Awarded 

Notify PX, Branch Manager of award

(Estimator)

Notify and assign PM and Foreman

(Estimator)

Conduct project turnover meeting with PX, Branch 

Manager, PM, CM

(Estimator)

Complete job control sheet

(Estimator)

Conduct Kick-Off Meeting with Project Team 2-3 weeks prior to mobilization 

(Project Manager)

Mobilization

Within 1 week from award

Reconcile contract scope with estimated scope

(Estimator)

EXAMPLE
Pre-Job Planning
Planning Process
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EXAMPLE Pre-Job Planning Meeting Agenda 

Attendees: Present?

Project Manager

Estimator

Superintendent

Construction Manager

Other

Other

PROJECT JOB # DATE

REVISION #

Item No. Item

Required 

Item?

Yes or No

BIC Date Due
Date 

Completed

1.00 Budget and Job Cost Setup

1.01 Status  of Buyout

1.02 Long-Lead Items

1.03 Cri tica l  Work Activi ties

1.04 Submitta l  and RFI Log

1.05 Permitting and Specia l  Requirements

1.06 Safety

1.07 Traffic Control

1.08 Trucking

1.09 SWPP Plan

1.10 Homeowner/Bus iness  Noti fications

Comments, Status and Action Items

Col lect, Document, Dis tribute Meeting Notes  To Team and Project 

Fi les

The Purpose of a Pre-Job Planning Meeting:  Equip the people building the job with all  the tools and 

information necessary to construct the project.

Item BIC Date Due
Date 

Completed


