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[bookmark: _GoBack]Minutes
Optional Information Meeting 
Contract ENG23-xx
Contract Title
Date:		Date
Time:		Time
Location:	Location

Present:	Contractor Name	−	Company Name
		Contractor Name	−	Company Name
		Employee Name	−	City of Greater Sudbury (City)
		Employee Name	−	City

Absent:	Contractor Name	−	Company Name
		Contractor Name	−	Company Name
		Employee Name	−	City of Greater Sudbury (City)
		Employee Name	−	City

	[bookmark: _Hlk137030198]

Item
	

Discussion
	

Action

	Introduction & Confirmation of Attendees 
	All present were notified that the meeting was being recorded, with no objections.
(Roll call of all virtual attendees. Confirm if multiple bidders are in one invite.)
[bookmark: _Hlk87942361](Instruct to post questions in the chat or raise your hand. Reminder to bidders that all questions should go through bids and tenders.)
	

	Project Team Introduction
	
	

	Project Overview 
	
	

	Prequalification Requirements 
	
	

	Tender Date and Bidding Information
	Refer to Division #1. (Review tender close date, other relevant bidding information if required. Can include prequalification here)

	

	Commencement and Completion 
	
	

	Public Relations – New Special Provision 


	(Note new items here if required)
	

	Operational Constraints 
	
	

	Construction Phasing 
	
	

	Seasonal Shutdown 
	
	

	Special Considerations/Other Items 
	
	




	Discussion Items 
	
	

	Errors or 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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