Meeting Minutes
April 28, 2020

Opening:
Emergency meeting of Rea Homes was called to order at 6:30am on April 28, 2020 in LOT 61 Montego Hills Dr, Kingsholme.

Present:
Danny, Builder
Guangyu, Supervisor
Eddie, Tiler
Kayla, Owner
Di, Assistant

Meeting Notes, Decisions, Issues:
1. Under the government restrictions of the COVID-19, the meeting was held at the outdoor area, and kept 1.5m social distance. 
2. Main issue: The owner required to update the floor tiles to marble, and the owner would like to pay any extra fee based on it.
3. The tiling team have a problem that whether they have to delay the due day because of the reorder the material.  
4. The supervisor contact marble supplier to confirm the roughly delivery date. 
5. The supervisor will be followed up and strongly support to this emergency requirement to finish the task on time. Otherwise, try to minimize the working days into two days later of the due day.

Action Items:
	Action
	Assigned to
	Due Date
	Additional Information

	Organize marble order
	supervisor
	05/05/2020
	If not, before 07/05/2020

	Start tiling
	Tiling team
	06/05/2020
	If not, before 08/05/2020
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Submitted and approved by: Di Xie
