
Project Kickoff Meeting Agenda (updated 2/25/2025)
FM: 
Description:

Location: 
Date: 
A. Introductions
B. Contract Information:

a. Contract Type: Stand Alone or Continuing Services

b. Contract Number:

c. Contract Writer/Manager:

d. Contract Expiration Date:

C. Critical Elements Required from Department 

a. Technical Scope

b. Pavement Evaluation Report

c. Design Traffic
d. Safety Studies

e. PD&E Reports
f. Existing Plans
g. Other
D. Contact Information and Preferred Method (email/phone):

a. Consultant Project Manager, 
i. Lead Engineer - 
ii. Consultant’s Supervisor / Regional Manager - 
b. FDOT Project Manager, Name Name (386) 943-5xxx or name.name@dot.state.fl.us 
i. Supervisor, 
ii. DCPME, Catalina Chacon (386) 943-5039 or Catalina.Chacon@dot.state.fl.us
NOTE: FDOT expects someone to be available at all times who is knowledgeable of the project. We have many requests from Management and the Legislature and when they need answers, we need someone who can respond. (when someone is sick, on vacation, or unavailable, please provide a name, phone number, and email of a point of contact in their absence)
E. Key Computer Applications/Sites  (PM to provide project begin/end date for AARF with request)
a. D5 CFLRoads (no security access required)
http://www.cflroads.com/
b. D5 Project Management Internet Site (no security access required)

c. https://www.fdot.gov/designsupport/Districts/D5/default.shtm
d. D5 Project Management Intranet Site (security access required)

https://fldot.sharepoint.com/sites/D5-CPM/SitePages/CPMhome.aspx 

e. D5 Schedule Dictionary (no security access required). - This is a very important site as it explains what each line on the schedule means and it contains important file links to requirements for all schedule related activities. https://www.cflroads.com/d5fdotdesign/schedule_dictionary.htm
f. One-Stop Permitting (security access required)

https://osp.fdot.gov/#/ContentPage/18ccf98b-9dba-48a8-b5ea-a78e01198699 

g. FTA - D5 File Transfer Appliance (security access required) https://cofta.dot.state.fl.us/courier/web/1084@/wmLogin.html  

h. CITS - Consultant Invoice Transmittal System– Invoicing system (security access required) https://fdotwp2.dot.state.fl.us/EnterpriseInformationPortal/
i. D5 EDMS (Electronic Document Management System) (security access required)  

https://d5edmsweb.fdot.gov/edocs   

j. LRE - D5 Long Range Estimating System  (security access required) https://fdotwp1.dot.state.fl.us/Login/Default.asp  
k. AASHTOWARE Project (Formerly D5 Trns*port - security access required)
https://webgateprc.fdot.gov/  

l. Electronic Review and Comment System (security access required) – will be used for plans submittal reviews
https://fdotwp1.dot.state.fl.us/ElectronicReviewComments/ERCHome.aspx    
F. Project History and Key Approaches
a. Upfront knowledge

i. Are there any special underlying concerns the Department should share with the Consultant?
ii. Is there anything the Consultant should share with the Department?
b. Local Government Commitments
c. Special Interest Stakeholders/Groups/Individuals
d. Do any elected or appointed officials live along the project limits?
e. Are there any city or county government facilities located within the project limits?
i. (If the answer to either of these is yes make sure it’s addressed with a coordination plan up front to avoid problems later during construction.) 
f. Confirm project limits and scope description. Are any changes/update required?
G. Team Communications

a. FDOT Staff

i. Is the FDOT PM ok with the Consultant going directly to other Departments and copying them in or do they want to channel all information? 
ii. What follow-up do you want if we coordinate directly with other departments? (e.g., email summary, phone call, describe in progress report, etc.)

b. Consultant Staff

i. Do you want FDOT staff to coordinate directly with any subconsultants or channel everything through your PM?

ii. Please provide contact information for key disciplines as appropriate

H. Public Engagement

a. Local Agency Coordination

i. Held prior to initial plans

ii. Include local government staff, transportation officials, MPO/TPO staff members, appropriate FDOT department representatives

iii. Keep FDOT MPO/TPO liaisons informed and do not schedule meetings with MPO/TPO boards without going through the liaison group.

b. Special interest groups to consider

i. Schools

ii. Police/Fire/Hospitals

iii. ITS (City/County)
iv. Homeowner Associations

v. Environmental Advocacy Groups
vi. Community Organizations (e.g., coalition for the homeless,. Scenic Trail boards, CCDs)
vii. Property Owners

viii. Other
c. Cflroads.com Updates 

i. FDOT staff develop page. Consultant should review for accuracy.
d. Deliverables

i. CAP plan – use template – provide within 30 days of NTP
ii. Project Information Handout – use template – provide within 30 days of NTP

iii. Public Meeting Plan Summary (if applicable)

iv. Public Meeting Notification Package – use templates

v. Project presentation – use template

vi. Public meeting exhibits – provided and produced by the consultant

vii. Public meeting summary document with appendices (if applicable)

viii. If no public meeting, project update package around 60% plans

e. Public Meeting/Open House Tools

i. Open House Checklist & Scheduling Tool (plan to hold meeting around Phase II plans)

ii. Open House Best Practices 

iii. Open House Document Templates

iv. Open House Presentation Template

v. Public Comment Spreadsheet (example available)

vi. Facility Evaluation Report (sample available)

vii. Public Meeting Plan Summary Guide
I. Schedule 

a. Initial Schedule

i. Baseline schedule provided 4-6 weeks after PE begins
a) Review key project milestones and activity durations

b) Mark up this schedule with any concerns or changes that you have
ii. If review is scheduled over holiday period, change the duration for that review to 30 days

iii. Survey schedule changes need to be confirmed with Nick Campanile (FDOT Survey and Mapping)
iv. Use Schedule Dictionary on website to help with schedule successors and predecessors
a) All Permits required with date anticipated receipt tied to the appropriate predecessor and successor

b) If LFA/JPA – Discuss/identify if LFA/JPA required at kickoff meeting w/ locals
1. Agreements Required due date (list individual agreements)

2. If Commission/Council required for approval, include date due to council and meeting date

3. Funds received by date-should be Production Date
c) If UWHC – Add the following activities and tie to appropriate predecessors/successors

1. UWHC kickoff

2. Initial plans from Utility due date

3. Final plans from utility due date

4. Agreements Required due date (list individual agreements)

5. If Commission/Council required for approval, include date due to council and meeting date

6. Funds received by date

d) Account for Potential Risks to Schedule and Mitigation Plan (Hurricane Season, Permitting, Right of Way, Critical Utilities, etc.)

1. Other Special Activities critical to project

b. Schedule Updates

i. I will provide you with a due date for these each month.
ii. Report on activities that have occurred with actual start and finish dates  

iii. If dates are missed or anticipated to be missed, they need to be addressed in your email as to what the issue is and your recovery plan for getting it back on track.  Do NOT change the date in the schedule.  The intention is to work your way back out of negative float.
a) FDOT review time cannot be compressed to make up negative float
iv. 3-Month look ahead will be forwarded with your schedule update. A good PM should always be looking ahead, and we should discuss issues long in advance of them becoming a problem. Be prepared with solutions.
v. Once the schedule is updated, I will send you back a copy of the updated schedule. It is up to you to review it and let me know within 24 hours if you are not in agreement. 

J. Monthly Progress Report/Production Notes

a. Please submit them to me by the 1st of every month, as these are used for updates for the production meeting.
b. Be sure to get/include your subs’ information and that it is up to date and accurate.

c. Report status of critical path.

d. Report the GOOD, the BAD and the UGLY.  If we have bad news let’s be the first ones to report it. NO SURPRISES
e. Be concise and use dates
f. Make sure that the estimates are up to date
g. All outstanding issues listed with action plan

K. Risk Assessment

a. Provide file for documenting

b. Action Plan for each unknown 

L. Budget Review
a. Is the current PDC adequate based on the project as scoped? 
i. Update LRE if necessary
b. Right of Way Estimate – Are there any additional parcels needed?  Need to request Title Searches if haven’t already.  Once received, check for any easements or encumbrances that would affect design or cost.

c. Reimbursable Utility Costs – Have all Utility Costs been captured and programmed?
d. Mitigation Costs – Is there any potential environmental mitigation required and if so, has it been programmed?

e. Mitigation Plan/Procedure for if/when elements are added

i. Offset quantity increases with Unknowns (currently 10%), MOB (currently 10%), MOT (currently 15%)
ii. Notification of Project Manager

iii. Update of LRE/Transport (See District 5 Estimates Process)
f. Confirm post design funds and monumentation funds (if applicable) are programmed (Phase 62)
M. Consultant QA/QC Overview:

a. Consultant QA/QC Process 
b. Review of Staff Intended for use in QA/QC process.

c. Expectations for ERC
N. Contract Management

a. Invoicing Procedure: 

i. Enter the invoice into CITS and save it. DO NOT SUBMIT, then do the following:
a) E-mail me the notification that the invoice is ready for me to review.  In the same e-mail include the following:
1. Approval e-mail for geotech and survey services from the FDOT counterpart.
2. If E-2 charges (limiting amount) are being billed for, provide backup for those charges

3. Progress report outlining the activities performed during the invoice period

4. Up to date Project Management Plan (PMP)
b) I will review the invoice package and let you know if it is approved doe submittal.
ii. If this is a Continuing Services Contract TWO or Districtwide TWO, the Contract Manager will be the main point of contact.  
1. You will need to include the FDOT PM’s approval to the invoice when requesting permission to submit in CITS from the Contract Manager.
b. Supplemental Amendments

i. It is the consultant’s responsibility to anticipate and notify the Project Manager of any SA’s, Time Extensions, Plans Updates, etc., a minimum of 3 months in advance of the need.

ii. Ensure accuracy of all information submitted for the SA. Documents should include:
a) Wage Rates

b) Overhead

c) Scope

d) Distribution
iii. All information is received in a timely and organized manner as requested by FDOT.

iv. If there are errors and the package needs to be corrected, it shall be turned around within 24 hours or as directed by the Project Manager.
v. Post Design Services amendment should be executed before the Production Date of your project (can take up to 6 weeks to be executed).
O. Constructability and MOT Review Meeting

a. Send agenda to consultant to fill out bottom portion after the PM fills out the top portion.

b. Schedule meeting with all required personnel listed on the agenda at least 2 weeks in advance.
i. FDOT PM can help check availability for FDOT staff

ii. Meeting invite should include travel time to and from District Office (clarify this in the body of the meeting invitation and clearly define the start time of the meeting)
c. All submittals will be electronic

i. Pavement Design (color scan – PDF); prefer FTA, files tend to be large

ii. Agenda and package to be submitted to FDOT PM at least 8 working days before scheduled pavement constructability meeting

a) Package will be submitted in PSEE for review and approval
P. Typical Section and Exceptions/Variations
a. Typical Section Package (color scan – PDF); email or FTA (File Transfer Appliance)

b. Include draft variations and exceptions with Typical Package Submittal

c. A remote meeting will be set up by the FDOT PM to review your package before submittal in Project Suite

d. Once comments are incorporated, resubmit package to the FDOT PM
e. Package will be submitted in PSEE for review and approval from District Roadway Design Engineer and District Traffic Operations Engineer.

Q. Submittals

a. All plans submittals – include QA/QC set, KMZ File and Utility Conflict Matrix with submittals
i. Submit via FDOT FTA (File Transfer Appliance) at least two working days (to FDOT PM) before scheduled submittal date

ii. Requires registration through the AARF security system (see attached form - CSAR)

iii. Will require registration in ERC https://fdotwp1.dot.state.fl.us/ElectronicReviewComments/ERCHome.aspx system (log in requires Mainframe access; see AARF Forms)
iv. Please send documents to FDOT PM for review ahead of time who will upload the documents into ERC
v. It’s always a good idea to work on resolving comments as you receive them, rather than waiting until the last day to respond. This allows more time for resolution with FDOT reviewers

vi. Quality Concurrence Letter due to FDOT PM when all comments have been resolved

b. DCPME Submittal

i. This should be the date that you consider your “Production Date”

ii. All certifications should be in hand by this time
R. Consultant Evaluation

a. Attached are the grading expectations 

b. As of today, you are in good standing with a 3.0

c. Opportunities are available to increase this grade as the life of the project progresses

d. Of course, if expectations are not met, this number will decrease accordingly
S. Action Items
a. Consultant P.M. to provide:
i. Computer Security Access Request. Include training certificate. Needs access to:

a) LRE
b) ERC

c) AASHTOWARE/Webgate (formerly TRNS*PORT)

d) One-Stop Permitting

e) File Transfer Appliance (FTA)

f) CITS

ii. KMZ file – within 2 weeks

iii. Community Awareness Plan and project Handout – within 30 days
iv. Completed Project Management Plan – within 2 weeks
v. QA/QC Plan – within 20 business days
vi. LRE Update – within 4 weeks
b. FDOT PM to:
i. Request Signal 4 access for Consultant PM

ii. Request LRE access to project for Consultant PM 

iii. Create project page in cflroads.com

iv. Add Consultant PM to project in PSEE
c. ____________________________________________________________________________
d. ____________________________________________________________________________
e. ____________________________________________________________________________
f. ____________________________________________________________________________

