APPENDIX 3 U


Board of Regents of the University System of Georgia

Kick-off Meeting for Design Professional Services

Date: ________________

Project Number: 
 __________________

Project Name: 
__________________

Campus:
 __________________

Objectives of this meeting - Board of Regents representative

1. Introduce and identify roles/responsibilities of the participants from each group

2. Identify the single point of contact for each group

3. Review contract requirements & Project schedule

4. Daily working relationship/interpretation of program

5. Contract relationships-change orders, payment requests, scope/budget issues

Contractual Expectations  Board of Regents representative

1. Role of Board staff 

2. Campus responsibilities

3. Expectations of design team (schedule, scope, cost parameters)

4. Meeting of project schedule (expected milestones)

5. Construction administration (GSFIC or alternative form of C.M.)

Project Objectives-Design Philosophy  Campus representatives

1. Physical master plan

2. Preplanning and post construction issues

3. Coordination with campus user group

4. Construction phase issues (safety, construction staging, access, traffic, etc.)

5. Other issues: relocation of current operations, site preparation, provision of  utilities, hours of operation, important dates, etc

Design firm
1. Presentation of project schedule

2. Cost management strategy

3. Role of specialty consultants or other experts

4. Contract or contact questions

5. Other

Other issues that require discussion or resolution - all

Authorization to commence work in reliance on this contract - Board of Regents

Note: This form is valid only when accompanied by a completed Attendance Register showing the signature of an authorized representative of the Board of Regents

Board of Regents of the University System of Georgia
Design Kick-off Meeting

Attendance Register

Institution Name ______________________________________ Project Name_________________________________________________ 

Project Number _____________________ BOR Program Manager _________________________________ Date_____________________



Name
Firm/Institution
E-Mail
Phone
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