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Purpose: 
To provide a phase milestone review for team organization, personnel resource 
allocation and project work planning as the project progresses into Design 
Development in order to fix the size and character of architectural, mechanical, 
electrical, plumbing, and structural systems, sections and key details and to develop 
outline specifications. 

Instructions:  
Fill out known information and distribute to the project team members prior to the 
meeting. Participants should become familiar with the issues as soon as possible and 
contribute to the full discussion. 
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[Project Name, Location] 

[Meeting Location] 

[Date] 

Attendees: Project Team [list architects, engineers, interiors, other] 
Operations Leader 
BIM Leader 
Market Practice Leader 

Facilitator: Project Manager [name] 

Agenda 

1. Project Status  – Design, Scope, Cost
1.1 Owner authorization to proceed with DD phase 

1.2 Status of SD documents, BIM model progression, 
confirm completion (refer to firm standard design 
deliverables list, MPS, contract schedules, Owner’s 
document standards) 

1.3 Review of SD Phase QA review: identify and discuss 
issues remaining to be addressed 

1.4 Status of construction/ project cost estimate 

1.5 Updates to project/design/construction schedule, 
potential change conditions 

1.6 Additional Owner-provided information required, 
deadline to provide 

1.7 Outstanding schematic design and scope issues – 
Owner decisions needed, potential change conditions 

1.8 Outstanding design, scope and technical issues – design 
team internal decisions 
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1.9 Outstanding code issues, communication with/input 
received from AHJs 

1.10 Outstanding sustainable design issues, LEED, energy 
model 

1.11 BIM and design/technical production issues 

1.12 Consultant design progress, BIM integration 

1.13 Other issues 

2. DD Phase Project Delivery Tasks, Staffing
2.1 Review upcoming DD activities priority tasks, interim 

deadlines (from Project Delivery Process, project 
schedule) 

2.2 Review required DD deliverables and schedule for 
production 

2.3 Define and schedule design team coordination 
expectations and meetings 

2.4 Project plan: update staffing assignments and 
personnel/expense budget, schedule 

2.5 Upcoming milestone reviews, presentations (review 
contract for quantity of meetings and presentations 
that may justify additional services) 

2.6 Update to project BIM Execution Plan, model element 
table, coordination, alignment with Owner’s/Client’s 
BIM standards 
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2.7 DD design critique, pin-up for team review 

2.8 Code issues resolved; preliminary AHJ reviews, issues 
identified 

2.9 Schedule QA/QC mid-phase, end of phase reviews and 
assign reviewer 

2.10 Outline specifications preparation 

2.11 Consultant performance concerns 

2.12 Other issues 

3. Financial, Contract, Client Relationship

3.1 Financial performance through SD; expectations for DD 

3.2 Invoicing, Accounts Receivable status 

3.3 Change Management: additional services identified, 
notifications, authorizations, change documents 

3.4 Client relationship management: status, activities 

Other Issues 
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Berkley Design Professional (Berkley DP) was created in 2013, by a team of insurance professionals with a passion
for the design industry and deep roots in Architects and Engineers Professional Liability underwriting, risk management and 
claims management. The genesis of Berkley DP was the combination of our team’s commitment to bring fresh ideas to the 
products and services design professionals need together with the resources of W. R. Berkley Corporation. Berkley DP’s motto 
is: Better By Design®. By this we mean that our policyholders can become better businesses by leveraging our innovative risk 
management solutions, fair and experienced claims services and comprehensive architects and engineers professional liability 
coverage. 

Berkley Design Professional is a division of Berkley Alliance Managers which is a member company of Berkley whose rated 
insurance company members are assigned an A+ (Superior) rating by A.M. Best Company. W. R. Berkley Corporation is an 
insurance holding company that is among the largest commercial lines writers in the United States and operates worldwide in 
two segments of the property casualty insurance business: Insurance and Reinsurance & Monoline Excess. 

BDP Risk® is Berkley DP’s state-of-the-art Learning Management System (LMS), which
provides 24/7 online access to relevant risk and practice management content, streamlined 
online learning, and education activity tracking and reporting. For a second consecutive year, 
BDP Risk® has won a coveted Brandon Hall Group Excellence award for “Best Advance in Custom 
Content,” which recognizes self-paced, custom-designed online courses related to workplace 
learning. The 2020 Silver Award reflects Berkley DP’s ongoing successful efforts to help design 
professionals improve their practices, enhance business performance, and decrease the 
frequency of professional liability claims. 

For more information, contact: 

Andrew D. Mendelson, FAIA 
Senior Vice President,  
Chief Risk Management Officer 
amendelson@berkleydp.com 

Diane P. Mika  
Vice President, 
Director of Risk Management Education 
dmika@berkleydp.com 

berkleydp.com | 855.534.7285 
Information provided by Berkley Design Professional is for general interest and risk management purposes only and should not be construed as legal advice nor 
confirmation of insurance coverage. As laws regarding the use and enforceability of the information contained herein will vary depending upon jurisdiction, the user of 
the information should consult with an attorney experienced in the laws and regulations of the appropriate jurisdiction for the full legal implications of the information.  

Practice management recommendations should be carefully reviewed and adapted for the particular project requirements, firm standards and protocols established by 
the design professional. 

Products and services are provided by one or more insurance company subsidiaries of W. R. Berkley Corporation. Not all products and services are available in every 
jurisdiction, and the precise coverage afforded by any insurer is subject to the actual terms and conditions of the policies as issued. 


