ELECTRI International
PROJECT PLANNING CHECKLIST

This example project planning checklist includes potential project information to be tracked during the planning phase. Each company should tailor this template to their own company and project needs.

Project Information
	Project Name: 
	

	Project Number:
	

	Estimator:
	

	Project Manager:
	

	Customer (GC/Owner):
	

	Customer Contact:
	

	Bid Due Date:
	




General Information
	Item
	Required
	Notes

	Liquidated Damages:
	☐Yes    ☐ No
	

	Retention / Retainage:
	☐Yes    ☐ No
	

	MBE/WBE/DBE Requirements:
	☐Yes    ☐ No
	

	Temporary Power / Lighting Requirements:
	☐Yes    ☐ No
	




Schedule
	Item
	Notes

	Project Start Date:
	

	Project Finish Date:
	

	Overall Duration:
	




Insurance and Bond Requirements
	Item
	Notes

	Insurance Requirements:
	

	OCIP / CCIP:
	

	Bonds:
	





Labor
	Item
	Required
	Notes

	Local Hire Requirement:
	☐Yes    ☐ No
	

	Prevailing Wage
	☐Yes    ☐ No
	

	PLA:
	☐Yes    ☐ No
	



Labor Rates
	Position
	Regular Time
	Overtime
	Double Time

	General Foreman
	
	
	

	Foreman
	
	
	

	Journeyman
	
	
	

	Apprentice
	
	
	




Special Considerations
	Item
	Notes

	Safety:
	

	Background Check:
	

	Site Security:
	

	Hazardous Materials:
	

	Drug Testing:
	

	BIM:
	




Other Items
	Item
	Notes
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