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Minutes of Meeting -  
Meeting held on      

at                       at      

GENERAL COMMENTS: 

Name Initials Role / Position 

Attendees 

No. Issue / Work Item Comment 
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Action Items 

MEETING CLOSED AT 

No. Issue / Work Item Action Required 
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By Whom By When 
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	NameRow1: John Head   [Springfield Holding PL]
	InitialsRow1: JH
	Role  PositionRow1: Principal / Owner
	NameRow2: Ellen Burns   [Burns Constructions]
	InitialsRow2: EB
	Role  PositionRow2: Project Manager
	NameRow3: Con Contractor [Con Landscaping]
	InitialsRow3: CC
	Role  PositionRow3: Subcontractor 
	NameRow4: 
	InitialsRow4: 
	Role  PositionRow4: 
	NameRow5: 
	InitialsRow5: 
	Role  PositionRow5: 
	NameRow6: 
	InitialsRow6: 
	Role  PositionRow6: 
	NameRow7: 
	InitialsRow7: 
	Role  PositionRow7: 
	Issue  Work Item1: Approval for extra spoil delivery
	Comment1:  Approved
	Issue  Work Item2: Flower beds on southern lawn need replanting
	Comment2: EB advised that current bed has been vandalised. CC will do but only as a variation.
	Issue  Work Item3: Invoices not paid for last month
	Comment3: Contractor has suspended works until payment is made. JH undertook to pay by end of week.
	Issue  Work Item4: 2 weeks behind on program. 
	Comment4: EB cannot see how works will complete on time. Wants CC in on Weekends to catchup. 
	Issue  Work Item5: CC has no truck access after 3pm. Needs access.
	Comment5: Deliveries to site in the afternoon are not possible and need to be to meet program.
	Issue  Work Item6: 
	Comment6: 
	Issue  Work Item7: 
	Comment7: 
	Issue  Work Item8: 
	Comment8: 
	Issue  Work Item9: 
	Comment9: 
	Issue  Work Item10: 
	Comment10: 
	Issue  Work Item11: 
	Comment11: 
	Issue  Work Item12: 
	Comment12: 
	Issue  Work Item13: 
	Comment13: 
	Issue  Work Item1_2: Additional Spoil
	Action Required1: EB to issue a variation Order for spoil agreed at $3,500.00. CC to delivery Monday.
	By Whom1: EB
	By When1: 24/9/2013
	Issue  Work Item2_2: Replace flower beds
	Action Required2: CC to provide quote. EB to issue a variation order. 
	By Whom2: CC
	By When2: 24/9/2013
	Issue  Work Item3_2: Payment
	Action Required3: Outstanding invoices to be paid by 26/9/2013
	By Whom3: JH
	By When3: 26/9/2013
	Issue  Work Item4_2: Program
	Action Required4: CC will work Saturdays for 3 weeks and assess progress after. 
	By Whom4: CC/EB
	By When4: 15/10/2013
	Issue  Work Item5_2: Truck Access
	Action Required5: EB will liaise with Site manager to allow access after 3pm weekdays. 
	By Whom5: EB
	By When5: 26/9/2013
	Issue  Work Item6_2: 
	Action Required6: 
	By Whom6: 
	By When6: 
	Issue  Work Item7_2: 
	Action Required7: 
	By Whom7: 
	By When7: 
	Issue  Work Item8_2: 
	Action Required8: 
	By Whom8: 
	By When8: 
	Issue  Work Item9_2: 
	Action Required9: 
	By Whom9: 
	By When9: 
	Issue  Work Item10_2: 
	Action Required10: 
	By Whom10: 
	By When10: 
	Issue  Work Item11_2: 
	Action Required11: 
	By Whom11: 
	By When11: 
	Issue  Work Item12_2: 
	Action Required12: 
	By Whom12: 
	By When12: 
	Issue  Work Item13_2: 
	Action Required13: 
	By Whom13: 
	By When13: 
	Issue  Work Item15: 
	Action Required15: 
	By Whom15: 
	By When15: 
	Issue  Work Item16: 
	Action Required16: 
	By Whom16: 
	By When16: 
	Issue  Work Item17: 
	Action Required17: 
	By Whom17: 
	By When17: 
	Issue  Work Item18: 
	Action Required18: 
	By Whom18: 
	By When18: 
	Issue  Work Item19: 
	Action Required19: 
	By Whom19: 
	By When19: 
	Issue  Work Item20: 
	Action Required20: 
	By Whom20: 
	By When20: 
	Issue  Work Item21: 
	Action Required21: 
	By Whom21: 
	By When21: 
	Issue  Work Item22: 
	Action Required22: 
	By Whom22: 
	By When22: 
	Issue  Work Item23: 
	Action Required23: 
	By Whom23: 
	By When23: 
	Date: September 23rd 2013
	Time: 11:15
	Project Name: Springfield Town Hall
	Address 1: Address: 10 Springfield Ave Springfield
	Address 2: 
	Comments: Meeting called to resolve program issues and possible acceleration order.

contractor has suspended work pending resolution.


