Site meeting minutes
Issue the minutes to everyone present and to anyone named in an action. Unchallenged minutes are often taken as the agreed record.
	Project
	

	Meeting
	

	Date and time
	

	Location
	

	Weather
	

	Chaired by
	

	Present
	



Safety
Incidents and near misses since the last meeting.
Toolbox talk topic and open safety actions.
	

	

	

	



Progress against programme
	Area or trade
	Planned
	Actual
	Notes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Decisions
	Decision
	Agreed by
	Reference

	
	
	

	
	
	

	
	
	

	
	
	



Issues and RFIs
	Ref
	Issue
	Owner
	Needed by

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Actions
	Action
	Owner
	Due

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Next meeting
	Date, time and place
	



Free template from Velkri: velkri.com/templates/construction-site-meeting-minutes/
