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	PROJECT
 
	PROJECT NO.
 
	MEETING
Design / coordination / progress…
	MEETING NO.
 

	DATE & TIME
 
	LOCATION / CALL
 
	PREPARED BY
 
	NEXT MEETING
 


	ATTENDEES
 
	APOLOGIES / DISTRIBUTION
 


GENERAL NOTES
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


A01  ACTION
	DESCRIPTION
 

	OWNER
 
	DUE
 
	PRIORITY
 
	STATUS
Open
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GENERAL NOTES
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


A02  ACTION
	DESCRIPTION
 

	OWNER
 
	DUE
 
	PRIORITY
 
	STATUS
Open
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GENERAL NOTES
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


A03  ACTION
	DESCRIPTION
 

	OWNER
 
	DUE
 
	PRIORITY
 
	STATUS
Open
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Consolidated action register
	Ref
	Action / decision
	Owner
	Due
	Priority
	Status

	A01
	
	
	
	
	Open

	A02
	
	
	
	
	Open

	A03
	
	
	
	
	Open

	A04
	
	
	
	
	Open

	A05
	
	
	
	
	Open

	A06
	
	
	
	
	Open

	A07
	
	
	
	
	Open

	A08
	
	
	
	
	Open


Tip: duplicate a notes page in Word if you need more writing space. The web builder can also create ruled, engineering-grid or blank packs with a chosen number of notes pages. Review and adapt the template to suit the project and information-management requirements.
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