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	Client:
	

	Project:
	

	Meeting:
	Progress Meeting No. 

	Date of meeting:
	

	Venue:
	

	Prepared by:
	


1.0 Present

	
	Name
	Company
	Email Address

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


2.0 APOLOGIES

	
	Name
	Company
	Email Address

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


3.0 Distribution

   All those present and apologies

	
	
	Action

	3.0
	MINUTES PREVIOUS MEETING
	

	
	Outstanding Items:
	

	
	
	

	
	
	

	4.0
	HEALTH & SAFETY
	

	
	· near Misses     :  no. reported. 
	

	
	· Riddors reported
	

	
	· Accident / Incident review
	

	
	· Safety briefs / client HSE  Info /Best practises /industry information
	

	
	· Training
	

	
	· HSE  / EA Visits
	

	
	Comments:


	

	5.0
	ENVIRONMENTAL
	

	
	
	

	
	Comments:


	

	6.0
	PROGRAMME / PROGRESS / DELAYS
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	
	

	
	
	

	
	
	

	7.0
	DOCUMENT & DRAWING REGISTER / ISSUE REVIEW
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	8.0
	HOURS OF WORK
	

	
	Comments:
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	9.0
	CONTRACTORS REPORTS
	

	
	
	

	
	
	

	
	
	

	
	
	

	10.0
	PLANT & LABOUR REVIEW
	

	
	
	

	
	
	

	
	
	

	
	
	

	12.0
	FINANCIAL REVIEW
	

	
	
	

	
	
	

	
	
	

	
	
	

	13.0
	QUALITY REVIEW REPORT
	

	
	
	

	
	
	

	
	
	

	
	
	

	13.0
	operation liaison
	

	
	
	

	
	
	

	
	
	

	
	
	

	14.0
	SUBCONTRACTOR CLAIMS
	

	
	
	

	
	
	

	
	
	

	
	
	

	15.0
	HIGHWAYS AND LAND ENTRY
	

	
	
	

	
	
	

	
	
	

	
	
	

	16.0
	HANDOVER TO CLIENT
	

	
	
	

	
	
	

	
	
	

	
	
	

	17.0
	FEEDBACK
	

	
	
	

	
	
	

	
	
	

	
	
	

	18.0
	H&S FILE & O&M MANUAL
	

	
	
	

	
	
	

	
	
	

	
	
	

	19.0
	ANY OTHER BUSINESS
	

	
	
	

	
	
	

	
	
	

	
	
	

	20.0
	NEXT MEETING
	

	
	Date:
	

	
	
	

	
	Location:
	

	
	
	

	
	Time:
	

	
	
	

	21.0
	FURTHER NOTES, ISSUES AND ACTIONS
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