Meeting Minutes Template
Meeting Details
	Meeting called
	 construction plan     

	Date of meeting
	 12/10/2022    

	Time of meeting
	  12:00   

	Location of meeting
	  carindale    


Meeting Participants
	Facilitator
	  Jak chen, Nicole Qian, Angus Wang   

	Note-taker
	   Nicole Qian  

	Attendees
	  David Yang Steve Zhu, Anson Qian   


Agenda Item 1
	Discussion point 1
	  specify the construction revelent people  

	Discussion point 2
	  Review the all the currency plans   

	Discussion point 3
	  list all the specfications   





Agenda Item 2
	Discussion point 1
	 review the water and drainage plan    

	Discussion point 2
	  apply the existing drainage plan from council   

	Discussion point 3
	 identify all the colt and hot water point    


Agenda Item 3
	Discussion point 1
	 review all the details of  structal plan by third party   

	Discussion point 2
	  indentify the engineer    

	Discussion point 3
	  make sure the tradies are satisfied with engineer requirements   





Agenda Item 4
	Discussion point 1
	 review the ecectrical plan     

	Discussion point 2
	 take off all the lights and  power points  

	Discussion point 3
	 order  them    


General Discussion
	Discussion point 1
	  windows and doors size   

	Discussion point 2
	 material quantity    

	Discussion point 3
	     


Action Items
	Action Item
	Assigned
	Due Date

	    drainage plan  
	  plumber  
	   23/12/2022  

	    windows  
	   tony  
	  23/12/2022   

	   lights  
	   charlie  
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