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Brinkmann Constructors Project Superintendent Introduction 
 

As a superintendent, you have responsibility of all on site aspects of your project from start to finish. You 

represent not only Brinkmann Constructors, but also the client, customer(s), subcontractors, vendors and 

suppliers. 

To maintain a professional working relationship, it is expected that you wear collared shirts, and proper 

pants without tears, holes, etc. Jeans and khakis are acceptable. Work boots are required while on the 

jobsite.  

Being located onsite, you will be the point of contact for the owner, client, subcontractors, tenants, 

authorities having jurisdiction, and local officials. You will also be responsible for all daily activities, site 

coordination, deliveries, staging, etc. 

Project superintendents work alongside the project manager, engineer, project director, and assistant. 

The project managers are responsible for setting the project up with estimating, soliciting bids, and 

procurement of shop drawings and submittals in a timely fashion. The project engineer assists in the early 

stage of the project and will continue through to closeout, responsible, among other things, for tracking 

close out documents and assisting to close the project out in the end. The project manager will be 

responsible for getting all the contracts and submittals set up in order for the superintendent to be able to 

coordinate and supervise the project.  

Superintendents are to take the reins and get the project on the right track and completed as scheduled. 

The project manager usually has multiple projects in multiple stages and is not responsible to dictate or 

coordinate any operations on site. The project manager, project engineer, and superintendent will work as 

a team to complete each project on time and under budget. 

Superintendents will coordinate and facilitate all field pre-construction meetings, safety meetings, and all 

subcontractor coordination meetings. The project manager and project engineer are required to attend 

the meetings held weekly to ensure all action items are resolved as needed. 

In summary, you as a superintendent have many important responsibilities. It is important to understand 

all of them. Should you have any questions pertaining to your roles, responsibilities, or means and 

methods, contact Jeff Vierling (St. Louis Office) 314-280-7010 (jvierling@brinkmannconstructors.com) or 

Mike Quinlan (Denver Office) 720-641-7933 (mquinlan@brinkmannconstructors.com). For any safety or 

SWPPP questions, contact Safety Director Tim Myatt  314-575-8443 

(tmyatt@brinkmannconstructors.com) 

 

mailto:jvierling@brinkmannconstructors.com
mailto:mquinlan@brinkmannconstructors.com
mailto:tmyatt@brinkmannconstructors.com
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Procedures and Policies 

General Procedures & Policies 

 

1. The superintendent is in control of the job site at ALL times. He is ultimately responsible for safety, 

quality control, schedule, and budget. The superintendent assists in creating and reviewing the 

Critical Path Method (CPM) schedule with the project manager prior to the start of the project. It is 

the superintendent’s responsibility to manage the schedule throughout the entire project. 

2. You should maintain good working relationships with the owner, architect, building officials, and 

subcontractors, attending all Owner, Architect, Contract (OAC) and other project specific meetings 

contributing relevant information while taking your own notes. 

3. Keep your job book current. File subcontracts, permits, and pre-construction meeting minutes in 

the job book. File all delivery tickets on site. 

4. Conduct and document pre-construction meetings with all subcontractors and suppliers prior to 

them starting work. Review safety, certificate of insurance, quality control, schedule, permits, T&M 

rates, and material procurement in these meetings. Schedule all pre-construction meetings prior to 

each trade or suppliers starting work. Include project manager, project engineer, director, and any 

other Brinkmann employee specific to the project on the meeting invite. 

5. Prior to a subcontractor starting work, contact the project manager to ensure Brinkmann has an 

executed subcontract, current and correct insurance, and that you are familiar with the 

subcontractor’s scope of work. Discuss any gaps in scope with the project manager immediately to 

ensure all scopes of work have been bought out. 

6. Do not discuss or communicate problems in front of owners, tenants and/or architects. Ensure 

subcontractors only discuss issues with the Brinkmann team. Coordinate an appropriate time for 

problem communication/updates with the project manager. Be organized and have a list ready 

before contacting the project manager. 

7. Conduct weekly subcontractor meetings. The superintendent is to champion these meetings with 

input from the project manager and engineer. The two-week schedule board needs to be updated 

WEEKLY prior to these meetings. Issue an updated four-week look-ahead schedule each week. 

Always start the meeting with safety and a Toolbox Talk, schedule, SWPPP, and other project 

specific items. Keep signed copies of all Toolbox Talks on file in the field office. 

8. Vague or lack of information on the plans or specifications needs to be handled through the Request 

for Information (RFI) process so that it is documented. Time is of the essence! If there is an RFI 

that needs to be issued, begin that process immediately and follow up. Always have a suggestion 

for the problem to help with a quick turn-around that is best for the project. 

Superintendents do not have the authority to change any detail of construction. Any deviation from 

the contract documents needs to have the written approval of the designer of record. 
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9. You are the conduit for all information to be relayed to the subcontractors on site. Make sure they 

have up to date plans, shop drawings, specifications, cut-sheets, RFI’s, and ASI’s at all times. 

10. Complete a check set prior to commencement of work. Get answers on any unclear information on 

the plans and specifications. Review your check set with the project manager, compare notes, and 

discuss any issues. 

11. Keep yourself familiar with the submittals and understand the impact of long lead items. Review 

the submittal/material procurement log weekly with the project engineer to ensure material will be 

delivered timely. (Reference submittal and submittal book procedures). 

12. Daily logs need to be executed DAILY in Procore. At the completion of the day you should choose 

the “Close and Distribute” function to email to the project team. 

13. Keep an organized and clean trailer or field office. Always place the trailer in an area where it will 

not need to be relocated due to future construction activities. Understand where power will be fed 

from prior to placing the trailer. Tools and equipment are not to be stored in the office trailers. 

Laborers and subcontractors are not permitted to take breaks in office trailers. (Reference 

Brinkmann Project/Safety Start-Up checklist forms.) 

14. Ensure the SWPPP plan and reporting is being updated and is current. It is required that all 

deficiencies are documented and closed out in a timely manner. Discuss with project manager who 

is performing the SWPPP inspections and review required procedures for each project.  

15. The as-built set needs to stay in the trailer and must be current with any important information. 

(Example: Utility changes, depths of utilities, unforeseen conditions, supplemental drawings, 

MEPS, as-builts, etc.) 

16. Shop drawings need to be up to date and approved for construction. Keep them readily available 

on a stick in the trailer. Make sure your subcontractors are working from the approved shop 

drawings. 

17. Attend buyout meetings whenever possible. Discuss important information, schedule durations and 

scope with the project manager prior to buyout meetings. 

18. Thoroughly review the specifications, including the soils report, prior to the commencement of any 

work. Notify the project manager if you find any information that should be discussed and reviewed 

with the architect/engineer. 

19. Keep an up to date tool inventory and notify accounting and operations manager of any changes. 

(Reference Tool Inventory Procedures). 

20. Look for answers to your questions regarding scope in the subcontracts prior to contacting your 

manager or engineer. Reference contract documents/plans and specifications. 

21. Understand the frequency and proper scheduling of all third-party testing and inspections. 

(Example: Soils testing, concrete testing, steel inspections, health department, local building 

inspectors.) 
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22. Review the job cost report and the list of labor budgets that are to be managed in the field. 

Communicate periodically with the project manager on budget status. 

23. Keep all equipment in your possession maintained and in good working order. 

24. Generate and complete your own Brinkmann punch list a minimum of two weeks prior to the 

owner/architect punch. Utilize Procore throughout the entire project. 

25. Keep a professional appearance. Collared shirts and long pants (no shorts). 

26. Daily and continual documentation is very important. Brinkmann relies on superintendents to 

accurately track important information. Reference the documenting procedures section of this 

guide. It is the superintendent’s responsibility to understand and follow through on all required 

documenting procedures. If you have questions, ask. It is imperative that all forms are filled out 

accurately and promptly. 

27. Lead by example. Keep a positive attitude even when things aren’t going well. Develop a process 

for communication with your project manager to ensure both are giving and receiving the necessary 

information in a timely manner so the project is not impeded by an internal lack of coordination. 

28. “When you say that you are going to do something – then do it” – Kevin (Snowman) Snow 
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Project Start-Up 

Procedures & Policies 

 

1. Starting the project and starting it right could mean the difference between failure and success. 

2. The superintendent is responsible for many of the items on the start-up list. Check all that apply to 

make sure everything required when setting up and supervising a project. 

NOTE: - Contact your Operations Manager if you have any questions on where to get certain 

items on the list. 

 

3. The Project Start Up is included in the master file setup on all projects can be located in “Project 

Set Up” folder of your Project. Additionally, the Project Assistant can forward the most recent copy 

for your use at project setup. Schedule a meeting with the PM/PE immediately to go over the project 

start up list. 

4. Complete all open items immediately. The sooner each required item is complete, the sooner the 

project can start on the right track. 
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Trailer Procedure 

Procedures & Policies 

When a project is assigned an active job number the Project Manager will be sent a Jobsite Signage Order 

Form and the Jobsite Trailer Process Guide. 

 

The PM will fill out the Jobsite Signage Order Form and return it to Christine Scheer. This form indicates 

which signs are required for all jobsites and will be sent to the jobsite automatically, as well as a section 

that will be used to order any additional optional signage needed. There is also a section to indicate what 

date the trailer is needed and what size trailer is required. The requested signage will then be ordered and 

delivered to the jobsite. 

 

The Jobsite Trailer Process Guide outlines our new trailer standards and illustrates how trailers should be 

set up. The Project Manager will indicate on the Jobsite Signage Order Form the date the trailer is needed 

on site and the size of trailer required. Christine will then be in contact with Jeff Vierling or Mike Quinlan to 

coordinate trailer details, and supply any of the required items that may be missing. Please review this 

document to familiarize yourself with the required jobsite trailer setup and closeout processes, and let 

Christine know if you have any questions.  

 

Brinkmann/developer branded signage will be handled by Stephanie Eichmeyer and the project team on a 

project-by-project basis, based on municipality codes and job site space and visibility.   

 

Once signage is in place and trailers are delivered, please send photos of signage and trailers to Christine. 
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Daily Logs 

Documenting Procedures 

 

1. One of the most important roles as a superintendent is creating daily logs. The daily log tells the 

professional story of important events that happen each day. [Note that the daily logs can be used 

at a later date in legal mediation or lawsuits.] 

2. Daily logs are to be created in the Procore app on the iPad. 

3. Daily logs are to be documented through the day and submitted at the end of business to the director, 

project manager, project engineer, safety director, operations director, and project assistant for the 

project. 

4. Daily logs shall include: 

a. Weather Conditions: The weather conditions will auto populate using the NOAA database 

for the project. Any side commentary on weather or conditions affecting work can be added 

in the tool, or placed in the “Notes” section. If your weather is not auto populating for 

your project, please contact Julie Kerns or Miranda Hill. 

b. Notes: Problems and Comments: List important events and conversations that are 

important to reference in the future if need be. This section is important to list the good, bad, 

and the ugly in a professional manner knowing that everything listed can be potentially used 

in court on a later date. State unbiased, without opinions or prejudice statements to 

document any information and explain the story of what happened regarding specific items. 

c. Manpower: This is where each specific company/subcontractor is listed and their respective 

position/title (i.e., foreman, laborer, etc.). Under each company, state in detail what work 

they did that day including location and operations. 

d. Equipment: List on site equipment that day for each company. If Brinkmann has equipment 

on site it must be listed whether used or stored. Items must be listed in daily logs for 

accounting tracking purposes. 

e. Visitors to Site: Including, but not limited to; office staff visits, inspectors, owners, clients, 

CM’s, and subcontractor office staff. 

f. Phone Calls: This section can be used to collect call logs that will need to be tracked for 

future use. 

g. Deliveries: Include material, Brinkmann and/or subcontractor and vendor equipment, 

dumpsters, concrete, rock/soil, asphalt, etc. 

h. Photos: Photos should be taken, annotated, and documented throughout the day and tied 

to each daily log.  Photos should include progress on scopes of work under the 

subcontractor activities section with captions detailing the work. They should be utilized to 

show certain issues or document corrections made. Note that all photos for a project will be 
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private by default, and therefore restrictions on who has access is in place. To revise these 

restrictions or settings please contact Julie Kerns or Miranda Hill. 

i. Activities or Subcontractor Activities: Describe and list each contractor working with a 

brief description. Examples: 1) “Brinkmann – General clean up on unit on first floor, second 

wing”. 2) “Steel Erector, Inc. – Set columns, joist girders at sequence 1 between column 

lines 1-2 between grid A-D.” 

j. SWPPP: Describe any storm water pollution prevention plan issues, inspections, current 

status of BMP’s (Best Management Practices), etc. 

k. Safety: Describe any safety issues or corrective actions on site as of the day of the report. 

You should list “No Issues to Report” if there are no safety issues witnessed that day. This 

section could also be utilized to state positive actions by tradesmen on the correct following 

of safety procedures. 

l. Materials: This section is utilized when Brinkmann is receiving materials purchased and 

used that day with description and all details regarding quantities and cost. 



 

Superintendent Guide  General Procedures & Policies-10 
 

Field Purchase Orders 

Documenting Procedures 

 

1. Field purchase orders are to be written for all purchases made by field personnel. Coordinate with 

other superintendents when possible prior to purchasing any tools to verify that they are not 

currently located in storage elsewhere. Discuss any major purchases with the project manager 

prior to purchasing to ensure that items have not been covered in other PO’s or subcontractors 

scopes. 

2. All purchase orders must contain the job number, description of the item, quantity, price (or unit 

price), name of supplier, and whether or not tax is included. 

3. Field purchase orders template/forms are to be completed within Procore under the “Forms” tool. 

Detailed descriptions of each item and a photo of the receipt/invoice needs to be attached to the 

body of the description.  The step-by-step method for creating a Purchase Order using the Procore 

app can be found below. Additionally, if you login to Procore on the computer, click the question 

mark in the top right, and select “Training Center” a walk through, including video tutorial can be 

accessed. 

4. Do not allow subcontractors to order material for which Brinkmann Constructors is paying. Only 

our personnel should be placing these orders. 

5. RULE: Purchase orders are to be used when purchasing material and equipment ONLY. 

Purchase orders are not allowed to be used for any services. Special Work Directives are to be 

used for services performed by a contractor that is currently working with Brinkmann in order to 

ensure proper insurance requirements are met. (Reference Documenting Procedures – Special 

Work Directives for further information.) 

6. Any purchase needed for the job that exceeds $500 must be approved by the project manager 

prior to purchasing. 

Procedure 
1. Navigate to your Tools dashboard within your project. 

2. Choose the "Forms" tile 

3. To add a new PO and/or SWD click the orange plus sign located in the top right. 

4. Choose appropriate template 

5. Fill in the information as necessary 

6. To properly calculate the dollar amount for your PO/SWD, you need to enter the Quantity and Unit 

Price. The form will automatically sum your subtotal by line item as well as the total for the form 

7. You must have an authorized signature for the form to be complete. Click the signature field at the 

bottom and use your finger or device pen to sign. 
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8. Page 2 - "Attachments" (App only) 

9. Navigate to page 2 of the form to add pertinent photos. 

10. Hold your finder down on the screen for 2 full seconds (zoom circle should appear), when you lift 

your finger you should see an edit banner appear 

11. Select the photo tool ("Camera" - 4th icon from the right ") from the banner  

12. Attach the appropriate photo from your device or take a photo with your camera 

13. Select the "Low Quality" option 

14. Once your information has been added, clicked the "i" icon on the top right. 

15. In the pop-up box you can attach any pertinent photographs (pictures of receipts, work being done, 

etc.) 

16. Click the "Name" field in the pop-up. All PO's and SWD's should be named using the following 

formula: Template Project Number - Three digit numeric 

a. Example: PO 1234-001, PO 1234-002 

b. Example: SWD 1234-001, SWD 1234-002 

17. In the description box please use the following formula: 

Contract/Vendor Name - Dollar Amount (if known) - Brief Description 

a. Example: Lowes - $500 - Nails for the doorframes 

b. Example: Vee Jay - $1,200 - Repair damaged wall from lift 

18. Save 

19. Email the SWD/PO by selecting the form from the list of completed forms in your project. 

20. Choose "Menu" from the top right of the screen, and "send" from the drop-down menu. 

21. Fill in the appropriate 'send to' information. (You will only be able to send to personnel currently 

assigned to your project.)) 
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Special Work Directives 

Documenting Procedures 

 

1. Special Work Directives (SWD’s) are a form that the superintendent should only use when there is 

a change in the contract scope of work for a subcontractor performing work. Purchase Orders are 

only to be used when purchasing materials or equipment. (Reference section: Documenting 

Procedures – Purchase Orders). 

2. It is important to communicate with the project manager before any SWD’s are issued to a 

subcontractor. It is imperative to fully understand and read each subcontract for each subcontractor. 

3. The SWD process is handled in the same “Forms” tool in Procore that Field PO’s are created. Similar 

to the purchase orders, a description of the scope of work (reason for SWD) needs to be explained 

in detail and a clear, legible photo of the subcontractors extra ticket is to be attached. Forms are 

submitted to the subcontractor’s office staff, Brinkmann project manager, and the project engineer. 

At the beginning of the project it should be discussed and decided if the project assistant is to be 

copied on these forms. 

4. Brinkmann superintendents are not to sign any subcontractors extra work tickets for any reason, 

period! This is covered prior to the subcontractor starting work in the pre-con form as well as buy-

out. Your signature on the SWD when submitted is the signature that will be documented. 

5. It may be warranted to use SWD’s to track overtime or any supplemental work. Prior to this taking 

place detailed conversations with the project manager, subcontractor and superintendent need to 

take place to ensure all procedures are followed and tracked accordingly. 

6. Submit SWD’s immediately after work is complete in order for the project manager and subcontractor 

to process change orders, etc. 

7. SWD’s can also be used for backcharges. Discuss this process with the project manager prior to 

SWD backcharges related to subcontractor or sub-subcontractor. 
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Delivery Tickets 

Documenting Procedures 

 

1. All materials Brinkmann is purchasing should be signed for by Brinkmann Constructors personnel 

only. Make sure all signatures are legible and can be identified. 

2. All delivery tickets should have the job number and project name written on the front of the ticket. 

Delivery tickets are to be filed in the job file folder in the office trailer. 

3. It is necessary to send in delivery tickets for items that we are purchasing on a unit price contract, 

such as concrete or gravel. These tickets should be stapled together along with the small summary 

slips that note the date and total quantity of material delivered. Photos of the tickets should be 

attached to the purchase orders specific to the order. 

4. It is the superintendent’s responsibility to collect delivery tickets, and to ensure that they are not 

misplaced or lost. 

5. Brinkmann should not receive, unload, or sign for subcontractor’s material. They are hired and paid 

to coordinate and receive their deliveries per the timeline schedule. 

6. Concrete truck tickets need to be kept in a separate folder or binder on site. These tickets are to 

be turned in with the superintendent job book at the completion of the project. It is required to keep 

on file the last ticket showing the total quantity delivered for each pour and mix design. If Brinkmann 

is supplying concrete, it is imperative to keep all tickets and to verify proper mix design and 

quantities. 

7. Contact the project manager at the end of the project to determine which tickets are to be filed and 

which tickets are to be discarded. 
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Time Sheets 

Documenting Procedures 

 

1. Email your payroll team (Kimberly Fox and Jenna Schnelker) ahead of time when being moved to 

a project. They will ensure your state and/or local taxes and per diem are set up correctly. 

2. Each employee is responsible for recording their time in Brinkmann Constructors Timekeeping 

Program, Ultipro. 

3. For all time entered in the program you must provide job number, phase code, and hours worked. 

If unsure of any of this information, contact the Project Manager. 

4. Superintendents must be able to confirm information regarding who was working on their site. 

And are responsible for approving any laborer time on their site.   

a. If you have a laborer directly assigned to you in UltiPro, you will approve their 

time by 10 a.m. CST  Monday of a given pay week under My Team > Time 

Management.   

b. If you do not have a laborer directly assigned to you payroll will email you by 

Tuesday of a pay week for you to approve their time. 

5. The Brinkmann pay period is Sunday to Saturday. Timesheets are due by Monday at 10 am. 

a. Weekly for Union Employees; 

b. Bi-Weekly for Non-Union Employees 

6. Timesheets that require per diem must be approved by the Project Manager. 

7. If receiving per diem, a separate paycode line item must be entered in Ultipro. List “1.00” for each 

day using the per diem pay codes as follows: 

a. Pay Code 30 - Per Diem ONSITE: Used if you are onsite all day 

b. Pay Code 31 - Per Diem TRVJOB: Used if you are traveling to the job 

c. Pay Code 31 - Per Diem TRVHOM: Used if you are traveling home 

For example, the day they travel to the job site they would use PER DIEM TRVJOB and mark a 1 

under that day, For days they are on the job site exclusively (includes weekends) they would use 

code  PER DIEM ONSITE and mark a 1 under the days they were on the job site, and the day they 

travel home they would use PER DIEM TRVHOM and mark a 1 under the day they travel home. 

The system automatically calculates the per diem amount based on these pay codes.  

Subject Matter Champions: 

Kimberly Fox, Payroll 

Kinsley Poepping, Human Resources 

Jenna Schnelker, Accounting  
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Pre-Construction & Quality Control 

Documenting Procedures 

 

1. Quality Control is to be controlled by the superintendent on each job. Quality Control is maintained 

in multiple facets on the project. From using Procore’s Observation and Inspections Tools, to all 

Pre-Construction Meetings with subcontractors, and everything in between. 

2. Review all QC forms and list any information that applies for the specific project. The QC forms 

need to be reviewed prior to the pre-construction meetings for each division or scope of work. 

3. Document all paving dates on as-built set. Also, document location and date footing/foundation 

pours, roofing progress, utility installations and any other major operations for future reference. 

Note these locations in the daily logs with photos on the journeyman app/daily log form. 

4. Review delivery tickets. Ensure correct mix designs are being delivered for asphalt, concrete, grout, 

and any other specific material. Keep copies of the last tickets of the day of construction and file in 

the job book in the applicable tab. 

5. Upon completion of the job, turn the job book into the office. 

6. A pre-construction meeting is required for all subcontractors and certain suppliers (example: door 

and hardware suppliers). The pre-construction form for each trade and scope is located in the job 

files. The superintendent is responsible for scheduling pre-construction meetings for each scope 

prior to the subcontractor performing work on the site. The project manager is to be invited and is 

required to be present on large scope contracts and operations. Pre-construction meetings are 

field buyout forms to go over all aspects of the scope of work including, but not limited to, safety, 

contract, schedule, quality control, material, inspections, Brinkmann procedures, etc. 

7. Hard copies of the pre-construction form templates are available by contacting the project 

assistant. Copy/Scan/Email forms to project manager, project engineer, and project director. 

Original copy to be placed on top of all contents related to scope or tab of job book. 
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Project Binders 

Documenting Procedures 

 

1. The superintendent shall keep project specific binders at each jobsite. The project assistant shall 

create all necessary binders. They include: job book, submittal book(s), SWPPP, and any other 

binder required for the specific project. 

2. The job book should contain the following: 

a. Completed pre-construction meeting forms. Inserted in front of subcontracts in job book. 

b. Copies of the subcontracts and purchase orders with dollar amounts stricken for each 

division specific to the project. Remove tabs that do not apply to the project. (Example: 

Remove pre-cast tab if the project does not contain pre-cast construction.) 

c. Copies of change orders for each subcontract and/or purchase order. 

d. Pertinent information, documentation, and correspondence to subcontractors and 

foreman regarding RFI’s, drawings, etc. This is tracked to ensure current information is 

being distributed for possible reference in the future. 

e. Delivery tickets (example: concrete tickets). 

3. The superintendent’s job book should be similar in information to the project manager. Upon 

completion of the project, turn in the jobsite job book to the project manager. 

4. It is required to turn in all binders when the project is complete. Job book and submittal binder 

contents need to be removed, minus tabs, and turned in to the project assistant. The SWPPP 

binder and map need to be turned in to the project assistant to be put on file since this is 

considered a living document for up to five years. 

5. Review all project requirements early on with the project manager in case the project requires any 

additional binders to be created for general conditions or documentation. 

6. Each superintendent will have their own Toolbox Talk binder. This binder is to remain with you at 

all times. For each toolbox talk, which is to be covered during the weekly coordination meeting, 

remove the blank template, make a copy, then put back in binder to be used at another time. This 

prevents creating and distributing the same binder for each project. If you have any questions on 

safety or toolbox talk procedures, contact your operations manager and/or safety director. 

7. You have been given a Brinkmann Safety and Health Plan book. If you do not have one, contact 

your safety director immediately. This book, like the toolbox talk binder will remain with each 

superintendent. With safety information being constantly updated, all updates must be replaced 

by you in your binder. Remember, all Brinkmann employees, subcontractors, and anyone working 

under a Brinkmann contract need to follow and adhere to the Brinkmann Safety and Health Plan 

at a minimum. 
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8. Superintendent Guide (this book) is a guide to ensure all policies, procedures, and responsibilities 

are understood and followed. Quality control contents and other sections are subject to change 

and will be constantly updated. It is every superintendent’s responsibility to remain current on 

policies and procedures as they are issued. 
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Submittals and Submittal Book 

Documenting Procedures 

 

1. The superintendent is to have at least one submittal book for each project. This is handed out with 

the job books at the commencement of each project by the project assistant. 

2. It is typical to have submittals due by each subcontractor within two weeks of award of contract. 

It is imperative for ALL superintendents, project managers, and engineers to understand when 

approved submittals are needed to ensure no schedule delays are occurring. 

3. Superintendents are to review all submittals with subcontractors in the pre-construction meeting. 

4. The superintendent and project engineer should meet weekly to go over the submittal log (created 

by project engineer utilizing Procore) to make sure all submittals are prioritized. It is the 

superintendent’s role to inform the project engineer and manager when he/she needs material on 

site per the schedule. 

5. Once submittals are approved by architect/engineer, it is the superintendent’s responsibility to 

coordinate any deliveries and/or ensure the subcontractor is scheduling their material or deliveries 

in order to maintain or stay ahead of schedule. 

6. All approved submittals are to be placed in the onsite submittal book(s) and tracked in Procore. 

On larger projects, you may need multiple submittal books. Contact the project assistant to have 

additional binders created. 

7. Do not place any unapproved submittals, shop drawings, or cut sheets in the submittal book(s). It 

is the superintendent’s responsibility to understand and to relay all approved submittal information 

when needed. 

8. Superintendents are responsible to verify all required material/equipment being constructed 

matches the approved submittals and shop drawings. 

9. Superintendents are a key step to ensure that all means, methods, and materials are constructed 

according to the contract documents, approved submittals, and shop drawings. Subcontractors, 

suppliers, vendors, etc. can make mistakes on this subject making it imperative that Brinkmann 

superintendents understand it is their responsibility to ensure that work is being installed per the 

contract documents. 

10. It is everyone’s responsibility in procuring approved submittals. It is the superintendent’s 

responsibility to assist at the early stages reminding subcontractors to turn submittals in to the 

office. Then ensuring the approved submittals and shops are being implemented in the field. 

11. Contact the project manager and subcontractor immediately in the event that material or shop 

drawings do not match what was delivered to the project. This typically happens more than once 

on every project. The sooner the issue is discovered, the sooner it can be resolved. 
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Permit Cards 

Documenting Procedures 

 

1. Conduct a meeting on site with the building inspector, fire marshal, and public works inspector prior 

to project start date. Discuss process of calling in inspections. Review what the local jurisdiction 

wants to inspect regarding the special inspections. This inspection is usually hired by the owner. 

Review durations of the project (fast paced) and discuss long inspection items (tilt-up, fire 

safing/stopping). Discuss ground, wall, and ceiling cover procedures (installing ceiling tile cutters). 

2. Make sure permits are in hand prior to work for the specific phase of construction. Communicate 

with Project Manager on any issues and help expedite permits if necessary (example: Footing and 

foundation permit). 

3. Display permits in office trailer. Discuss location of permit cards with authorities having jurisdiction 

(AHJ’s) in case they need to meet specific visibility requirements. 

4. Turn in a copy of the final inspection approval card to the project manager. Discuss with the project 

manager who will be sending this to the owner and architect. After final inspection and project 

completion, turn in permit contract documents and as-built sets to the project manager for closeout 

requirements. 
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Punch List 

Documenting Procedures 

 

1. Prior to project turnover and substantial completion, superintendents shall schedule an internal 

punch list. This process is very important and needs to be completed at least two weeks minimum 

before substantial completion. Superintendent can utilize Procore for this process and start the 

QC/Procore punch list during the start of the project. Be thorough and persistent with the 

subcontractors to get their issues complete in a timely manner. 

2. Upon completion of the internal punch list, the superintendent shall schedule the final punch list 

walk-through with the owner/architect. Discuss punch list procedures with the project manager early 

in the project. In most cases, if the internal punch list is done correctly, there will be little to no 

owner/architect issues. 

3. After the owner/architect walk-through is complete, the punch list shall be documented and 

distributed to all parties necessary for completion. The punch list shall be completed no later than 

two weeks after it is issued. It is very important to have a signature or response from the 

owner/architect stating that the owner/architect punch list is complete. 

4. Review with project manager who is to create and manage punch list through Procore. Some 

projects may warrant additional staff to assist on creating and managing punch lists. It is important 

that the superintendent facilitates and controls all aspects during the punch list creation and 

completion with proper delegation to other staff as it applies. 
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Storm Water Pollution Prevention Plan (SWPPP) 

SWPPP 

1. SWPPP (Storm Water Pollution Prevention Plan) is a detailed plan that identifies the potential 

sources of storm water pollution. 

2. Prior to commencement of any work on a site, especially with property >= 1 acre, review the 

permit set of civil plans and understand all Best Management Practices (BMP’s). 

3. In almost every case, all BMP’s per design and phase need to be installed and inspected by the 

local jurisdiction prior to starting any earthwork or clearing operations. 

4. The superintendent is responsible for: 

a. Pre-Construction with SWPPP contractor/earthwork contractor. 

b. Supervise installment of all required BMP’s. 

c. RFI’s on any BMP’s that may change due to unforeseen conditions. 

d. Inspections after all BMP’s are installed. 

e. Daily/Weekly reporting on map, phases, stabilization log, and inspection reports. 

f. Discuss SWPPP weekly in the coordination meetings and document what was discussed. 

g. All trades/subcontractors on site to sign Contractor Certification Form (located in SWPPP 

binder provided by project assistant). 

h. Vehicle Tracking Controls per plan (VTC). 

i. Concrete washout area (CWA). 

j. Contacting any authorities having jurisdiction throughout the project in the event of any 

issues. 

k. Supervising and ensuring all BMP’s are in place and working and any and all repairs to be 

corrected immediately. 

l. Coordinating with Brinkmann team on determining the SWPPP permit at the end of project 

(after all site work and final stabilization is complete and established). 

5. SWPPP not only involves erosion, sediment, and sedimentation, but also covers temporary 

toilets, dumpsters/waste, storage and containment of certain materials or fuels, and even dust 

caused by drying conditions/wind. 

6. SWPPP is an important process in the project that the superintendent is fully in charge of. Make 

sure you understand the entire process up front. 
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SWPPP Top Ten 

SWPPP 

 

1. Update the site maps on a daily basis. 

2. Update the Site Stabilization Log on a daily basis. 

3. Update SWPPP notebook. 

4. Perform detailed daily/weekly inspections. 

5. Perform weekly meetings. 

6. Educate new contractors coming on site. 

7. Provide secondary containment. 

8. Provide concrete washout. 

9. Prevent track-out. 

10. Follow the sequence of construction. 

 

Questions/Concerns contact Safety Director Tim Myatt (314) 575-8443 or 

tmyatt@brinkmannconstructors.com  

mailto:tmyatt@brinkmannconstructors.com
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Special Inspections 

Inspection Procedures 

 

1. The superintendent must, as necessary, schedule and control the special inspections that are 

required for the project. Subcontractors are not allowed to dictate when and where the special 

inspector is to make inspections. Typically, the owner will hire the special inspector for soils 

testing, concrete, steel, EIFS, roofing, and any other construction types that may be required per 

contract documents. It is expected that the superintendent champions any and all meetings, 

inspections, and any scheduled inspections after remediation. 

2. Include and invite the special inspector to any pre-construction meetings that require third party 

inspections. 

3. The owner’s third-party inspector is an important part of each project. You must understand all 

material requirements, constructability/installation requirements while walking through these with 

the inspector. The inspector represents the owner and they should be treated as an owner. If there 

is any conflict, consult with the project manager and with the special inspection agency prior to 

reviewing any issues with the owner. 

4. Keep a separate binder for third party inspections on each project. Include a sign-in sheet to track 

dates/hours of each inspection. This helps document how much time is spent vs. the contract 

between either Brinkmann/owner for the third-party inspector. 
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Test Results/Testing Procedures 

Inspection Procedures 

 

1. The superintendent must be fully aware of any test procedures prior to the third-party conducting 

any inspections. Review these procedures in the pre-construction meeting where applicable. 

2. Review test and inspection results with inspector. Document any test/inspections that do not meet 

requirements. Ensure the subcontractor involved with any tests that pass or fail is aware immediately 

of the inspection. If any test results do not pass or meet project requirements, facilitate with 

subcontractor and inspector the necessary remediation to ensure inspection passes. 

3. If necessary, discuss specific testing/samples with the third-party inspection agency (example: 

additional concrete cylinders to be cast for early break results when placing concrete, pouring tilt-up 

panels, etc.) 

4. It is very important to maintain a great working relationship with all inspectors including third-party 

inspectors. Always take the “harder right” over the “easier wrong” when the situation presents itself. 

It is critical to document and test all materials and installations per contract documents. All 

testing/inspections must have passing results prior to continuation with any operation. 

5. Reference contract documents including specifications in all CSI divisions as well as structural plans 

to make sure all required inspections are taking place and scheduled properly. 
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Safety 

Safety 

 

1. Superintendents shall enforce safety procedures according to the Brinkmann Constructors Safety 
Manual and OSHA Standards for the Construction Industry (29 CFR Part 1926). 

2. It is the Superintendent’s responsibility to ensure that all employees and subcontractors follow 
safety rules and regulations. Subcontractor safety manuals/programs should be kept in the jobsite 
trailer. 

3. Know, practice, and enforce federal, state, local and Brinkmann Constructors safety policies. 

4. Act as the Brinkmann Constructors’ safety representative carrying out safety policies at the 
jobsite level. 

5. Lead by example, always wearing a hard hat and promoting safety as a high priority in our work 
activities. 

6. Plan production so that all work activities will be done in compliance with established safety 
policies and regulations. 

7. Instruct subcontractors in safety requirements. 

8. Conduct jobsite safety inspections continually monitoring safety effectiveness and secure the 
correction of safety deficiencies. 

9. Conduct and facilitate weekly jobsite safety meetings and provide employees with proper 
instruction on safety requirements. 

10. Advise all subcontractors on potential risks/hazards of planned work activities. 

11. Require and enforce the conformance to federal, state, local, and Brinkmann Constructors safety 
policies from subcontractors. 

12. Record all instances of safety violations and discipline employees regarding this policy. Create 
and accurately fill out a safety inspection once per week, at minimum. This form is located in the 
journeyman app on the iPad. (Reference example) 

13. Investigate all accidents, supervise correction of unsafe practices and/or conditions, and file 
accident reports. 

14. Secure prompt medical attention for any injured employee. 

15. Maintain jobsite records. 

16. Notify the safety director of all safety violations and accidents on the jobsite. 

17. Make sure proper safety materials and protective devices are available and used and that all 
equipment is in safe working order. 

18. Install and maintain devices to protect the public from company operations. 

19. In the event of a safety emergency, contact Tim Myatt (314) 575-8443 immediately to ensure all 
procedures and documentation are properly followed. 
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Tool Inventory 

Tool Inventory 

 

1. Superintendents are responsible to track and maintain all Brinkmann tools and equipment for their 
respective jobs/projects. 

2. The tool inventory for trailers, equipment, and large tools (reference equipment and trailers job 
cost allocation sheet) are to be documented once a month minimum and updated immediately 
when removing or acquiring equipment or trailers on this list. These updates per month, or when 
changes need to be submitted made, should be submitted to Operations Manager Jeff Vierling 

(jvierling@brinkmannconstructors.com) when working in the St. Louis office or to Mike Quinlan 

(mquinlan@brinkmannconstructors.com) when working from the Colorado branch office. 

3. The tool inventory list is equally important. A list of tools that are typical is listed and should be 
noted if on site, whether in use or storage. There are available rows to write additional tools as 
warranted. The tool inventory for smaller tools and material should also be submitted to Jeff 
Vierling or Mike Quinlan. Submit via email the updated inventory sheets by the 3rd week of each 
month. 

4. Notify your Operations Manager when any tools may be needed prior to any purchases. Many 
times, the tools or equipment you need may be available and not being used elsewhere. 

5. When any tools, equipment, trailers, etc. become lost, damaged or stolen, the operations 
manager needs to be notified immediately for proper action to be taken. 

6. It is required that ALL superintendents maintain and take care of all Brinkmann property when in 
use or in storage. Only Brinkmann employees are to use the Brinkmann tools/equipment. 
Remember that our subcontractors are hired to provide the necessary tools and equipment to 
perform their tasks. It is not our responsibility to help them in these areas due to possible damage 
and costs that will be added to our bottom line. 

7. Contact your operations manager if you have any questions regarding tools and equipment. 

8. Make sure you discuss the tools and equipment budgets on your project with the project manager 
prior to starting each project. 

mailto:jvierling@brinkmannconstructors.com
mailto:mquinlan@brinkmannconstructors.com
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Accessories 

Technology 

 

1. Brinkmann Constructors provides many tools for the superintendent position including cell 

phones, iPads, laptops, printers, and other electronic devices needed to effectively manage and 

supervise projects. 

a. Cell Phones: Each superintendent will be provided with a cell phone. Phones are to be used 

for taking photos and documentation to be shared with others where applicable. Phones are 

to be used for business only. No apps or personal items are to be stored on company phones. 

Contact Brinkmanns IT Department (support@brinkmannconstructors.com) to discuss mobile 

device questions and/or when assistance is needed on accessories and/or operations. 

b. Tablets/iPads: Each superintendent will be provided with a tablet/iPad. This will be set up 

with the Procore app and typically any apps that are currently being used. If an app is to be 

purchased, you will need to have an iTunes account. This should be set up through the IT 

Department as well. Contact Julie Kerns (jkerns@brinkmannconstructors.com) with questions 

on, or to review apps and functions. Apps are to be purchased strictly for work use. Like mobile 

phones, the iPad is only intended for work purposes. 

c. Laptop Computers: Typically, each superintendent will be provided a laptop computer. 

Contact the IT Department regarding setting this up. Due to security, it is the Brinkmann 

Constructors policy to not allow downloading of any programs onto the laptop without prior 

approval.  Should you wish to have a program added to your machine, please contact IT to 

obtain the necessary approvals. Laptops, like all other electronic devices, are to be properly 

cared for. 

d. Printers/Fax Machines: Based on project requirements, superintendents will be provided or 

can acquire a combo printer/fax/scanner. These machines typically stay with each 

superintendent from project to project. Coordinate this with IT and the project manager on the 

project. 

e. Accessories: Contact your general operations manager if you feel you need other devices 

or accessories for your project. Depending what you need, Brinkmann may have certain 

accessories available to prevent ordering and purchasing duplicates.

mailto:support@brinkmannconstructors.com
mailto:jkerns@brinkmannconstructors.com


 

 

 

 

Apps and Technology 

Technology 

 

1. Procore App - Construction Superintendent (iPad/Phone) 

Procore is used to manage all on site aspects of construction. You should familiarize 

yourself with each tile (or Tool) within the app. Information is shared and relayed between 

the site and office real time (assuming mobile network availability). 

 

For questions on training, issues, or anything related to Procore contact 

Julie Kerns (JKerns@brinkmannconstructors.com) or Miranda Hill 

(mhill@brinkmannconstructors.com)  

2. Safety Inspection (Procore) 

a. Inspections Tool 

b. Plus Sign to create new (top right) 

c. Select Template 

d. Name and fill in appropriate information 

e. Save 

f. Begin Inspection, select the appropriate response from the provided set: 

• Yes 

• Corrected on Site 

• No 

• N/A 

g. No and Corrected on Site responses will require additional information. Please follow the 

necessary prompts. 

3. PDF Expert 

a. Upload Documents 

b. Creating Folders-Project Folders 

c. Annotations 

d. Collaborate 

e. Annotate forms for sharing 

• SWPPP Reports 

• RFI’s 

• Documentation  

mailto:JKerns@brinkmannconstructors.com
mailto:mhill@brinkmannconstructors.com


 

 

 

 

 

 

4. Smartsheet 

a. Create and manage CPM schedules 

b. Numerous format templates to choose from 

c. Share schedules electronically 

d. Collaborate with subs/suppliers and internally 

5. Dragon Dictation 

a. Dictate - Logs or Notes that can be pasted on forms-templates 

b. Allows dictation to be shared – emailed 

c. Expedites and saves time when creating daily log reporting 

6. Evernote 

a. Organization tool for Notes 

b. Note Options 

• Text 

• Camera 

• Photos 

• Reminders 

• Lists 

c. Conduit for annotating photos from iPad then allowing to send through text or emails 

7. Safety App 

a. Search MSDS 

b. Utilize in Coordination and all Safety Meetings 



 

 

 
 
 

Superintendent Support Group 
 
Brinkmann Constructors is excited you have become part of our organization.   

In order to provide you with the necessary support we have listed the points of contact for each process or 

procedures with respect of region/division you will be working in. 
 
St. Louis & Kansas City 
 

Operations: Jeff Vierling (314) 280-7010 jvierling@brinkmannconstructors.com  

• Field operation questions, means and methods, project start-up, labor requests and issues, 
union questions, inventory/tools, trailer set up, daily activity questions, project manager 
and superintendent roles and responsibility questions, quality control 

 

Superintendent: Kevin Snow (314) 280-1268 ksnow@brinkmannconstructors.com  

• Superintendent questions on roles and responsibilities, quality control, subcontractor 
relations, scheduling and coordination sequencing 

 

Superintendent: Nathan Wirth (314) 220-9569 nwirth@brinkmannconstructors.com 

• Superintendent questions on roles and responsibilities, quality control, subcontractor 
relations, scheduling and coordination sequencing 

 

Director: (current director for project) 

• Internal questions regarding project relating to buyout, contracts, project manager/engineer 
activities, owner relations/client relations 

 

Safety Director: Tim Myatt (314) 575-8443 tmyatt@brinkmannconstructors.com 
 
Technology: Julie Kerns (636) 262-0640 jkerns@brinkmannconstructors.com 

• Manager of Construction Technology - iPads, Procore, new technology 
 
Denver 
 

Operations:  Mike Quinlan (720) 641-7933 mquinlan@brinkmannconstructors.com 

• Field operation questions, means and methods, project start-up, labor requests and issues, 
union questions, inventory/tools, trailer set up, daily activity questions, project manager 
and superintendent roles and responsibility questions, quality control 

 

Project Director: Dan Feagans (303) 657-9700 dfeagans@brinkmannconstructors.com 

• Office/Field operations regarding to coordination internally with staff, project 
manager/engineer roles & responsibilities, general concerns, general office support 
questions pertaining to roles and responsibilities, superintendent onboarding questions. 

 

Project Manager: Lucas Rottler (303) 657-9700 lrottler@brinkmannconstructors.com  

• Project manager/engineer roles and responsibility questions 
 
Safety Director: Ethan Harris (314) 575-8443 eharris@brinkmannconstructors.com  
 
Technology: Julie Kerns (636) 262-0640 jkerns@brinkmannconstructors.com 

• Manager of Construction Technology - iPads, Procore, new technology 
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