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meeting minutes


	college:
	 FORMDROPDOWN 


	Project name:
	     

	project No.:
	     

	CONTRACT NO.:
	     

	DSA NO.:
	     

	location:
	     

	meeting no.:
	     
	date:
	     
	time:
	     


	Attendees

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	project information

	NTP:
	

	Scheduled Duration:
	

	Project Completion:
	

	

	Agenda

	

	Safety & Housekeeping Review

	


	

	Safety Notices

	

	

	Two-Week Forecast and Project Schedule

	

	

	Inspection

	

	

	COP/ Change Order

	

	

	OCIP/ PLA Changes

	

	

	New Business

	

	

	Old Business

	

	

	Close-Out Status

	


	action items

	#
	Description
	By
	Due Date

	1
	     
	     
	     

	2
	     
	     
	     

	3
	     
	     
	     

	4
	     
	     
	     

	5
	     
	     
	     

	6
	     
	     
	     

	7
	     
	     
	     

	8
	     
	     
	     

	9
	     
	     
	     

	10
	     
	     
	     

	11
	     
	     
	     

	12
	     
	     
	     

	13
	     
	     
	     

	14
	     
	     
	     

	15
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