

Meeting: 	 
Date:		
Call #:		
Attendees:	

		
	Jon Smith – City of XYZ
	x
	x
	Jane Doe – ABC Consultant

	
	
	
	

	
	
	
	


		

Phase: Project Development
Progress: 
Pending Milestones: 
Date of Next Milestone:
		Recently Completed Milestones: 
Overdue Items:

Agenda: 

1. Review project contract terms and Scope of Work.

2. Review pre-construction inspection requirements.

3. Review project equipment and materials specifications.

4. Review safety and environmental requirements and protocol.

5. Project schedule and timing (e.g., after hours requirements).

6. Access and security requirements.

7. Change order procedures.

8. Billing and payment procedures.

9. Project closeout and M&V requirements.

Action Items: 

1. AI 1
2. AI 2
3. [bookmark: _GoBack]AI 3
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