[image: image1.jpg]- [SAND.
TRAPPER





[image: image2.jpg]sandtrapper.com




PROJECT COMMUNICATIONS
TEAM MEETING

( Held each __________, ____________-___________,_____________)
Date of this meeting:__________________

Team members present (Y/N):
Owner,____________________     Contractor, ___________________    Architect  ____________________

Subs,  ___________________________________________________________________________________
Items discussed, decisions reached:
	Item no.
	Item
	Status
	Started
	Due
	Responsible

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	

	11
	
	
	
	
	

	12
	
	
	
	
	


Topics & Action Items for next meeting:
	Item no.
	Item
	Status
	Started
	Due
	Responsible

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	

	11
	
	
	
	
	

	12
	
	
	
	
	

	13
	
	
	
	
	

	14
	
	
	
	
	


Recorded by:_______________________________________
Distribution:   Team Members + 
___________________________________________________________________________________________

 __________________________________________________________________________________________
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