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	Customer Transition Meeting Agenda



[Project Name] 

[Meeting Date] - [Meeting Location]
Attendees: [FDC Project Manager/FDC Construction Manger, Zone Leader, Customer Representative(s)]

1.
Project Update

i.
Current status

ii.
Completion date

iii.
Move-in dates

iv.
Recycling during move-in
v.
Transition date
2.
Operations (see attached Service Matrix)
i.
Operations Overview (include simplified Operations organizational chart)

a.
Custodial 

b.
Grounds

c.
Maintenance

d.
Utilities

ii.
Review service guide (attached)

3.
Key Control/Security

4.
Training – tentative schedule(s)
5.
Small scale floor plans (provide to customer)
6.
Warranties and Preventive Maintenance
i.
Required building system outages (if required for maintenance)

ii.
Emergency generator testing (building power transfer)

iii.
Service contract(s)  [review billable equipment]
iv.
other



7.
Action Items

i.
Future meetings

a.
Frequency

8.
Other

i.
Attic Stock (if applicable)
cc
[Director of Projects, District Leader]
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