Inspector’s Weekly Activity Report, Form 702.25





This form is a valuable communication between the Inspector and the Construction Administrator. Fill it out each Friday and transmit one copy to the Construction Administrator, once copy each to the Architect and the University (names and addresses are supplied at the pre-construction conference).





Include only a grief general summary of the week’s activities in this report since finite details are included in the Inspector’s Daily Diary. Include the following where applicable:





1.	Construction Progress


	a.	Work starting or completing


	b.	Work continuing


	c.	Effect of weather


	d.	Delay due to strikes, material shortage, etc.


2.	Job meetings held and/or special visitors on site.


3.	Problems encountered and/or pending change orders.


4.	Contractor’s schedule—the planned start of key work or phases that may require coordination of special inspections.


5.	Major work inspected, approved, tested, etc.


6.	Information of special interest.


7.	Inspection hours expended this week.





Complete the form even when there is NO construction activity stating the reason and the anticipated schedule. University will aid the inspector in the duplication and distribution of reports when requested.








Monthly Construction Progress Report, Form 702.04





This report’s best value is to quickly identify the status and progress. It should be completed monthly to coincide with the progress payment. A plot of the Contractor’s Schedule along with a straight percent complete vs. time line, and other heading information is normally filled in at the beginning of the project, then enough prints made for the length of the contract.





A plot of the actual progress vs. time is then added, along with numerical percentages, and a brief overview of the controlling work, progress, effect of weather, materials, delays, etc. as applicable. Identify problems and refer to pending significant change orders when applicable.





Send original to the Construction Administrator with copies to the Architect and the University.








Note: Project Managers shall maintain separate project daily diaries, weekly and monthly reports.
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