<<companies.CompanyName>>
<<companies.Address>>  |  <<companies.City>>, <<companies.State>>  <<companies.Zip>>  |  <<companies.Phone>>  |  <<companies.Email>>
License: <<companies.LicenseNumber>> (<<companies.LicenseState>>)  |  Bonding: <<companies.BondingCompany>>  |  Bond Limit: $<<companies.BondLimit>>

MEETING MINUTES

Meeting Information
	Project:
	<<projects.ProjectName>> (#<<projects.ProjectNumber>>)

	Meeting Type:
	<<MeetingType>>

	Date:
	<<MeetingDate>>

	Location:
	<<MeetingLocation>>

	Facilitator:
	<<pm.FirstName>> <<pm.LastName>>



Attendees
	Name
	Company
	Role

	<<pm.FirstName>> <<pm.LastName>>
	<<companies.CompanyName>>
	Project Manager

	<<super.FirstName>> <<super.LastName>>
	<<companies.CompanyName>>
	Superintendent

	<<owner.FirstName>> <<owner.LastName>>
	<<owner.CompanyName>>
	Owner

	<<architect.FirstName>> <<architect.LastName>>
	<<architect.CompanyName>>
	Architect/Engineer

	_____________________
	____________________
	_______________



Discussion Items
Item 1: [Topic]
[Discussion summary and decisions]

Item 2: [Topic]
[Discussion summary and decisions]

Item 3: [Topic]
[Discussion summary and decisions]

Item 4: [Topic]
[Discussion summary and decisions]

Item 5: [Topic]
[Discussion summary and decisions]

Item 6: [Topic]
[Discussion summary and decisions]

Action Items
	Action Item
	Responsible Party
	Due Date

	________________________________
	____________________
	____________

	________________________________
	____________________
	____________

	________________________________
	____________________
	____________

	________________________________
	____________________
	____________

	________________________________
	____________________
	____________



Next Meeting
Date: ___________________   Location: ___________________

Minutes prepared by <<pm.FirstName>> <<pm.LastName>>. Corrections due within 5 business days.

Project Manager: <<pm.FirstName>> <<pm.LastName>>
Signature: _________________________________________________   Date: ___________________
Print Name: ________________________________________________   Title: ___________________




