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Agenda/Minutes
Pre-Season / Start-Up Meeting
Contract ENGXX-XX
Contract Title
Date:		
Time:		
Location:	

Present:	

Absent:		

	[bookmark: _Hlk137030198]

Item
	

Discussion
	

Action

	Outstanding Agency/Department Issues
	
	

	Project Status to Date
	a) Review of Schedule
b) Planned Activities/Milestones
	

	Material Quantities and Sampling
	
	

	Quality Assurance Test Results
	
	

	Unresolved Concerns or Issues
	
	

	Change Order/Claims/Negotiations
	
	

	Deficiencies or Outstanding Work
	
	

	Contractor’s Appraisal Form
	
	

	Construction Record Data
	Contractor to provide an update on Construction Record Data for the project.
	

	Risk Update
	
	

	Progress Photos
	
	

	 Other Business
	
	

	Next Meeting
	
	

	Errors and Omissions
	Any errors or omissions shall be reported to the undersigned at insert.name@greatersudbury.ca no later than time AM/PM on date.
	





Name
Project Manager
Engineering Services
Initials
Attach.
cc:	All Present, All Absent
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