HOT SAUCE GUIDE

meagfiEytutures INTERNSHIP

PROJECT MANAGEMENT ROLE

Attend in-office job turnovers

Drawing/Specification review

Assist with generating
submittal schedule

Manage meeting minutes

Assist with gathering
closeout documentation

Takeoff equipment &
material counts

Review submittals against
drawings/specs prior to submitting

Develop RFI's with PM - learn the
process & how to write them

Issue POs to vendors

Schedule closeout activities
(O&M training, spare parts turnover)

Coordinate red line
drawings with foreman

Generate 2 week look ahead
schedules with foreman

Assist with billing customers

Generate change order requests
and submit to customer

Issue subcontracts

Scheduling of subcontractors

Walkthroughs with foreman

Log and manage drawings

Log RFI's

Ensure foreman has all up to
date submittals, drawings & RFI’s

Create valve tag maps & schedules

Keep equipment logs
with release dates

Set up projects in your company’s
file management system

Distribute bulletins to
subs/vendors for pricing

Assist with project change
order requests

Assist with generating
schedule of values

Assist with scheduling milestones
(shutdowns, cutovers, startups)

On site QA/QC

Release and track
material/equipment

Approval of vendor/sub invoices

Turn projects over to foreman

Schedule startups, shutdowns,
and cutovers with customer

Take on small/medium sized projects with supervision of Senior Project Manager



INTERNSHIP

HOT SAUCE GUIDE

meaafleutures

ESTIMATOR ROLE

Research specifications &

Send out RFP’s

Organize addenda documentation

Generate material and equipment lists

Assist with reaching MBE/WBE goals

Perform full takeoffs for
small/medium sized projects

p—

drawing notes

Assist with small takeoffs

Begin training on estimating software

Coordinate RFP’s with subs/vendors

Attend pre-bid meetings

Coordinate bids with owners/customers

Vet out subcontractor & vendor quotes <=

Attend descope meetings <= ==p Budget projects for customers/owners

Begin to put small projects together on their own

SPICY

from start to finish with final review by Senior Estimator

OTHER ROLES

Additional possible areas in your company to involve an intern

Fabrication Service VDC Warehouse Safety
Leann/what Organize incoming
Spend time with Learn how to plzcs’grdaamnsdage equipment, tools, Learn onsite and

fab department to

generate work

general idea of

and materials &

in-house safety

learn processes orders what they are rewevg/“packmg procedures
ps
used for
Work in the field Assist with ety Hoels;

Assist with material
acquisition and
shop organization

Coordinate
schedule and give
clear direction to
fab shop and field
on what is needed
and when

with a service tech
learning and seeing
equipment first
hand

Generate work
orders and assist
with billing
customers

VDC/Fab shop
coordination, as
well as VDC/Field
coordination

Learn process of
drawing, help
generate spool
sheets. Assist with
install drawing

tagging

equipment and
materials needed,
check for tagging,
quantity, quality and
prepare for delivery

Direct warehouse
on what
equipment is
needed to go
onsite and when

Develop safety
meeting minutes
with safety
coordinator

Ensure safety
procedures are
being followed by
employees



