CONSTRUCTION WORKSHOP ATTENDEES CHECK LIST

The following list is meant as a guide to those responsible for inviting meeting participants to construction workshops. Every project team is different and the participants will vary from project to project.  The ADOT Resident Engineer and Contractor’s Project Manager will prepare a list of workshop participants based on who will be responsible for ensuring the needs of the project are met.  It is not necessary to have multiple representatives from each stakeholder group attend the construction workshops.   Individuals who will be directly involved in, and who have a direct effect on the project should attend.  The following list of potential and mandatory attendees is intended to be used as a reference for workshop planners.

This list may not be comprehensive, and might include individuals who do not need to attend, depending upon the particulars of the project.  In some cases, it is a good idea to invite individuals representing certain entities as a courtesy and/or for informational purposes only.  

In order to ensure optimal workshop success, it will be necessary to customize the list of participants to fit the project.




LIST OF POTENTIAL WORKSHOP ATTENDEES
Attendance by the following group is highly recommended.  If attendance is not possible, then another 
person with decision-making authority should attend.
	Yes/No
	Title
	Contact Name

	
	District Engineer
	

	
	Assistant District Engineer
	

	
	Construction Company CEO (Prime)
	

	
	Attend if Possible:
	

	
	Civil Rights Office representative
	

	
	Partnering Office representative
	

	
	Field Reports representative
	

	
	Environmental Planning representative
	

	
	Law Enforcement representative 
	

	
	Utility Company representative
	

	
	Must Attend:
	

	
	Resident Engineer or Project Supervisor
	

	
	Contractors Project Manager (Prime)
	

	
	Lead ADOT Inspector
	

	
	Contractor’s Foreman
	

	
	ADOT Project Manager
	

	
	Technical Support (drainage, electrical, materials, roadway structures, traffic)
	

	
	Maintenance
	

	
	Suppliers
	

	
	Sub-Contractors
	

	
	Partner Stakeholder Representative (FHWA, Cities/Towns, Counties, Councils of Government, Metropolitan Planning Organization,  BIA, BLM, ADEQ, State Land Dept., Tribal Communities, 
US Forest Service)
	

	
	ADOT Public Involvement Officer (PIO)

(Or contractor who will handle potential public outreach needs/traffic information, etc.)
	

	
	Attend as Appropriate:
	

	
	Construction Engineer
	

	
	Designer
	

	
	Landscape
	

	
	Right of Way Group
	

	
	Roadway Engineering
	

	
	Utility and Railroad Engineering
	

	
	Other: 
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