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Purpose of the Meetings

• To provide the DRB members with personal 
knowledge of the project history

• To allow the DRB members to see project 
conditions that may not be visible at a latter date

• To allow the DRB members to hear reports made 
by both the FDOT and the Contractor concerning 
the project status and any potential problems
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Operating Guidelines

• All contact with the DRB by either party 
should be through the DRB Chairman

• It is not appropriate for the DRB to give 
advice or opinions to the project 
participants (except for a formal hearing 
recommendation)
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How Often Should the DRB 
Meet?

• Meetings should be held with sufficient frequency to keep 
the DRB appraised of project progress and issues

• Usually, the DRB meeting is held immediately after the 
project progress meeting

• FDOT guidelines:
– Monthly for fist six months
– Bi-monthly for remainder of project
– Monthly for projects with unresolved disputes

The strength of the DRB system is largely dependent
upon the Board’s ability to maintain continuous familiarity
with the project as it evolves.
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Best
Practice

Avoid the temptation to reduce the frequency
of DRB project meetings as the project progresses.
Most serious disputes arise as project completion 
approaches.  
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Suggested Meeting Agenda

• Meeting opened by Board Chairman
• Opening remarks by Engineer
• Report by Contractor on:

– Status of work schedule
– Work accomplished since last meeting
– Future work
– Any existing or potential problems and any 

proposed solutions
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Suggested Meeting Agenda

• Discussion by Engineer of :
– Work schedule
– Any existing or potential problems and any 

proposed solutions
– Status of any disputes

• Scheduling of next meeting
• Tour the project site
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Who Should Attend Meetings?

• DRB members
• Contractor’s superintendent and/or project 

manager (depending on the situation)
– Person on the Contractor’s team representing 

the contractor, that can discuss the project 
schedule and any project issues

• FDOT and/or CEI Project Engineer
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Who Should Attend Meetings?

• FDOT or CEI Project Inspector
• Key Subcontractor representatives
• Key Utility representatives 
• Any other project participant having a 

useful contribution to the meeting 
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Best
Practice

Key subcontractor representatives and key utility
representatives should attend DRB meetings.  
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Disclosure of Issues

• It is essential that the project participants keep the 
DRB informed with regard to project progress and 
any potential problems
– Schedule status ?
– Contractor performance evaluation?
– Quality control issues?
– Delays ?
– Supplemental Agreements? Negotiations pending?
– Utility conflicts?
– Any notices of potential claims?
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Best
Practice

Open communications are essential for successful
DRB meetings. Contractor and owner representatives
should disclose all existing and potential issues.  
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Site Visit

• It is important for the DRB to see the site 
conditions and the work status

• Tour arrangements can be flexible to 
accommodate the logistical situation

• The best approach is for the DRB to tour the site 
with a FDOT and a Contractor representative

• Tour should not be done with a single 
representative of one party 
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Meeting Minutes

• FDOT procedures provide that the FDOT 
will be responsible for producing meeting 
minutes and their distribution

• FDOT or CEI staff may do an audio 
recording of  the meeting and prepare 
written minutes from the tape
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Working with the DRB

• All parties respect and comply with meeting 
schedules

• Open and complete disclosure of project issues
• Contact with the DRB only through Chairman
• Don’t ask DRB for informal (or formal) advice on 

project issues


