YOUR COMPANY

Meeting minutes

ADDRESS PHONE - EMAIL - LICENSE MTG-

PROJECT MEETING RECORD

Meeting type
Minutes issued
Corrections due
Next meeting

ATTENDEES type: Progress / OAC - Preconstruction - Coordination - Safety - Closeout
NAME COMPANY - ROLE PRESENT EMAIL / PHONE

AGENDA, DISCUSSION & ACTIONS number items meeting.item (14.01); carried items keep their original number
ITEM TOPIC DISCUSSION / DECISION ACTION OWNER DUE STATUS
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Meeting minutes — continued

AGENDA, DISCUSSION & ACTIONS (CONTINUED)

ITEM TOPIC DISCUSSION / DECISION ACTION OWNER

OLD BUSINESS —items carried from earlier meetings and their status NEW BUSINESS — raised today, not yet an action item

NEXT MEETING — DATE & TIME LOCATION DISTRIBUTION

DUE

STATUS

Record of the meeting

These minutes are the record of the meeting. Corrections must be received in writing by the corrections-due date above;
otherwise the minutes stand as issued.

Prepared by - minutes taker Reviewed by - chair / general contractor
SIGNATURE SIGNATURE
PRINTED NAME AND TITLE DATE PRINTED NAME AND TITLE DATE

Minutes record decisions and actions, not a transcript. A decision recorded here does not change the contract by itself — scope, price or time changes still need a signed change order, and a question about the

documents still needs an RFI. General-purpose form, not legal advice.
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