
MEETING AGENDA — OWNER / TRADES

NEXT MEETING

Distributed byDate / time

Project Date Time

Action Items
ITEM# OWNER DUE

Attendees

Schedule review — current phase & two-week lookahead

Open items from last meeting

Selections & decisions due (with dates)

Budget / change orders

Site logistics — access, cleanliness, safety, work hours

Quality & upcoming inspections

Agenda


