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HAND-OFF MEETING GUIDELINES

Statement of Purpose

To develop a process that will allow information gathered during the planning and design phases to be passed on to construction personnel prior to the beginning of construction. The information exchange would be accomplished through a formal meeting attended by all appropriate project specific personnel.  
When is this meeting?

The Hand-off Meeting is to be held after letting and prior to execution of the contract.  At this time, the CEI will typically have been selected and shall be a part of the meeting.

Responsibilities of the Design Project Manager

Prior to the meeting, the Design Project Manager should verify that up-to-date copies of the “contract documents” have been distributed.  The Project Manager will be responsible for:

· Add this activity to the project schedule as a milestone.

· Scheduling the meeting (Half-day minimum)

· Determining the final attendee list.  

· Notifying the appropriate District Resident Engineer and the District Design Engineer 

· Notify District R/W Administer about the meeting if appropriate.  

· Bringing any documentation, which is not part of the contract documents. (IE Maintenance agreements, etc) (See attached sheet)

· Verify that contract documents contain all relevant information. (IE Permits, utility relocation, etc.)  

· Retain hand-off meeting checklist in the project file for future reference.  

“Contract Documents”- PM should obtain the actual package that the contractor received...including the bid tabs, all contractual documents...that were "pulled" from the FTP site by the contracts office such as permits and utility schedules along with the plans & specs...therefore eliminating any "concerns" that things may have been left out!   
Attendees
The following list represents a potential attendee list for the Hand-off Meeting.  Specific Project issues will allow the Project Manager to identify the team members who must attend, including any that may not be mentioned below.
Design:

Consultant Project:

Design Project Manager

Prime Consultant

Sub consultants as appropriate

In-House Project:

Section Leader and appropriate design staff

Construction:

Consultant CEI:


FDOT Area Engineer


CEI team (from top to Senior Inspector Level)

In-House CEI:


Area Engineer


Project Team (from top to Senior Inspector Level)

FDOT Departments: Structures, Right of Way, EMO, Drainage (permits), Utilities Coordinator, Maintenance, Bridge Inspection, ROW  (departments should be invited as needed), Public Information Office representative. (Barbara Kelleher)
* Note: Due to the nature of what will be discussed at this meeting, it is not necessary for  local agencies to attend. 

Agenda of Discussion Items

Right Of Way (ROW)

Construction needs to be made aware of any commitments to property owners, businesses or neighborhood associations.  ROW issues such as negotiated proposed cures to effected properties and their associated costs or special conditions attached to TCE’s need to be discussed.  Ongoing or impending litigation, or particular problems with specific property owners or businesses should also be discussed.  In general, all aspects of property owner or business involvement should be identified.  ROW around mast arms, sign structures, light poles, etc. should be clearly depicted, and ROW issues that relate to the installation of these types of structures (less than normal space, problems with particular property owners, etc…) should be mentioned.

Distribute:

· ROW maps

· ROW documents pertaining to TCE’s, takings, cost to cure, commitments to property owners, etc…

· Minutes from any meetings that pertain to resolution of ROW issues

· License agreements (Executed or pending)

· ROW details or sketches of particular sites of features

Traffic Control Plans

The specifics of the TCP and the factors that drove the design of the TCP should be discussed (i.e., public input, minimum lanes open, seasonal restrictions, special events).  Construction staff should note that any significant MOT changes shall  be signed and sealed as revisions by the contractor or the EOR. 

Distribute:

· Meeting minutes where traffic control issues were discussed/resolved, particularly those with public involvement  

· Documents that pertain to public involvement in the development of the Traffic Control Plan

· Other restrictions (i.e., rail operations and clearences)

· Lane closure analysis, night work etc.

Design related decisions

This section could include the documentation of any design related information or issues, which were discussed and resolved based on current standards, traffic volumes, site conditions, drainage information, etc. For example:

· Geometry standards applied, backup calculations and decision process

· Access management decisions and matrix

· Current Scoping memo and backup information for revisions to the scope of work.

· Community Awareness Plan

· Drainage connection commitments 

· Driveway closures or modification notification

Local Agencies

Commitments, information and/or agreements, which have been made to any local municipalities or agencies, should be forwarded to Construction personnel.  

Including:

· Landscape issues.

· Decorative lighting or special lighting issues.

· Maintenance issues other than what might be typical to the agreement. (IE Landscape and lighting agreements.)

· City requested features included in the plans.

· Issues not resolved to the satisfaction of the City/Community and why.

· Public involvement meeting minutes and sign in sheet.

· Minutes of any “official” city meetings, which resulted in an agreement or rejection. 

· Identify any “sensitive” issues of the local agencies. Specify what issues/features included in the plans should be reviewed and accepted by the City/Community prior to construction and/or modification of the feature. (Usually decorative features or MOT issues.)

· Any displays, models or exhibits can be given to the CEI.

· Local agency agreement or disagreement to an MOT issue such as night work, lane closures..etc.

· Noise restriction or other local regulations effecting construction.

· PD& E documents which may be helpful. (NEPA Commitments, etc.)

· Any executed JPA’s.

Utilities

All aspects of utility relocation including agreements, adjustments, relocation scheduling and potential conflicts should be discussed during the hand-off meeting.  In addition to the utility matrix contained in the plans, pot-holing information should be transmitted.  Any work to be completed by the owner during construction should be discussed and copies of agreements that document this type of work should be distributed.  The responsibilities of the Construction staff with respect to these types of issues should be made clear.

Distribute:

· Documents that address the utility relocation agreements and schedules

· Pot hole information 

· Verified utility contact names and telephone numbers

Permits

Permit conditions and requirements need to be addressed.  Special attention should be paid to and explanations provided for special conditions that may exist.  Any information outside the plans (canal cross-sections, meeting minutes with permitting agencies, etc…) that may be helpful should be transmitted at the hand-off meeting.

Distribute:

· Copies of the permits (Should be in the final specification package to the Contractor)

· Meeting minutes involving permitting agencies

· Agreements or commitments between FDOT and permitting agencies

· Any documentation relating to special conditions

· Relevant technical information (canal cross-sections, etc…) 

Innovative Contracting

If any innovative contraction methods are used (i.e., A+B, lane rental, etc…), the reasons for doing so should be discussed.

Distribute:

· Documentation pertaining to the development of an innovative contracting method.  For example, there are mandatory calculations that must be made in determining the disincentive amount on an A+B contract.

· Documentation or reasoning for Bonus milestones.

Errors & Omissions

· Discussion should include the process for handling RFI’s and also potential E&O claims (premium cost).  This will ensure that the CEI, Project Administrator, FDOT Design Project Mgr, and Consultant Design Project Manager (if applicable) all are aware of the process and how it will flow from one person to another.

· RFI logs should be submitted weekly to the FDOT Design Project Mgr and Consultant Design project manager (if applicable).  Please see attached excel file for a sample of the RFI log.
Contact List

Project Design staff should develop a contact list of all persons involved in the design process.  This list is to be distributed at the Hand-off meeting.  The list should contain the names, phone numbers, positions and brief descriptions of the nature of the individual’s involvement in the project’s development.

Distribute:

· The contact list

ITEMS FOR DISTRIBUTION OR DISCUSSION AT THE HAND-OFF MEETING

Note:

· If any items are contained in the contract documents, they do not need to be reproduced. 

· This handout should be Copies ONLY; original documents are to remain in the Design Project file. 

· Organize handout material in a detailed manner with labeled or numbered attachments for readability!!)
· Please copy PM on all supplemental Agreements.
· Contact PM whenever time or money to be changed on the construction contract.

· ROW maps

· ROW documents pertaining to TCE’s, takings, cost to cure, etc…

· Meeting minutes that pertain to resolution of ROW issues 

· ROW details, sketches or documents that pertain to miscellaneous structures

· Meeting minutes in which MOT issues and/or restrictions were discussed/resolved, particularly those with involving local agencies or the public

· Documents pertaining to public involvement in the development of the Traffic Control Plan

· Meeting minutes involving local agencies or groups in which these types were discussed/resolved

· Documents that pertain to public involvement in the development of the plans

· Copies of any JPA’s, Maintenance Agreements or other agreements with local agencies

· Meeting minutes involving local agencies or groups that reflect any agreements or commitments

· Documents that show any agreements or commitments between FDOT and local agencies or groups

· Community Awareness Plan

· Displays, exhibits, models which are available for construction personnel

· Relevant EMO documents

· Documents that address any utility agreements, schedules, etc.

· Pot hole information 

· Copies of the permits

· Meeting minutes involving permitting agencies

· Documents that show any agreements or commitments between FDOT and permitting agencies

· Relevant technical information pertaining to permitting issues (canal cross-sections, etc…) 

· Documentation pertaining to the development of an innovative contracting method. 

· The contact list of all persons involved in the design of the project
· Include copy of Comp book.

· Invite PM to the final walk through; give at least 2 weeks notice for this meeting.
Please note that a follow-up questionnaire will be handed out to the attendees at the conclusion of the Hand-off meeting to help improve the process and determine if any items should be eliminated/added.  A sample of this questionnaire is attached.

HAND-OFF MEETING QUESTIONAIRE

The idea here is to track if a hand-off meeting has taken place and how effective the meeting has been for construction. 

(Please email comments to:

Richard Creed, Assistant District Design Engineer and Pete Nissen, District Construction Engineer. 

District Construction can pull reports from the Work Program Office concerning the number of Hand-off meetings for any specific timeframe. 

Pete and Richard will report back to the task team quarterly on the any comments or suggestions for improvement.)

Please feel free to add comments. 

· Please indicate your work unit

· Was the Hand-off Meeting beneficial?

If not, why?

Are there any changes you feel should be made?

· Was the checklist followed?

Were there items on the checklist that were not distributed?  If so, what were they?

Were the items that were distributed complete?  If not, what was missing?

Were there any items that should have been distributed, but were not on the checklist?  If so, what were they?

· Did the right people attend?  If not, who should have been added or deleted?

· What was your overall impression of the Hand-off Meeting?

Task Team was formed after the September 5th , 2002 Production/Construction meeting. 

A Special appreciation for their work in completing this document goes to Leslie Wetherell, Pete Nissen, Jose Velarde and Kristina Clarke. 

Thank you for you time and effort in bringing this document together.

Task Team Members

Alaa El-halwagy (Construction)

Richard Creed (Design)

Kristina Clarke (TBE Group, Inc. - Construction),
Peter Nissen (FDOT - Construction), 

Jose Velarde (FDOT - Consultant Management Design), 

Leslie Wetherell (FDOT – In-house Design) 
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