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Project Kick-off Meeting

	Conducted By
	
	Company
	

	Date of Meeting
	
	Company Number
	

	Time
	
	Project
	

	Meeting No.
	
	Project Number
	


	Name
	Email
	Mobile
	Telephone
	Facsimile

	PRESENT

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	ABSENT

	Nil
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	CLIENT REPRESENTATIVES

	Nil
	
	
	
	

	
	
	
	
	


	Item
	Activity
	Action
	Status

	1.0
	SITE, HEALTH, SAFETY & ENVIRONMENT
	
	

	
	
	
	

	
	
	
	

	2.0
	SECURITY, SITE ACCESS & LAY-DOWN AREAS
	
	

	
	
	
	

	
	
	
	

	3.0
	SCOPE OF WORK
	
	

	
	
	
	

	
	
	
	

	4.0
	CONTRACTORS CONSTRUCTION PROGRAM & KEY DATES
	
	

	
	
	
	

	
	
	
	

	5.0
	CONTRACTORS SITE ORGANIZATION, SUPERVISION NAMES & RESPONSIBILITIES
	
	

	
	
	
	

	
	
	
	

	6.0
	HR & IR 
	
	

	
	
	
	

	
	
	
	

	7.0
	CONSTRUCTION EQUIPMENT
	
	

	
	
	
	

	
	
	
	

	8.0
	INTERFACE 
	
	

	
	
	
	

	
	
	
	

	9.0
	QUALITY
	
	

	
	
	
	

	
	
	
	

	10.0
	COMMERCIAL
	
	

	
	
	
	

	
	
	
	

	11.0
	PROGRESS MEETINGS AND REPORTS
	
	

	
	
	
	

	
	
	
	











Page 1 of 3

