Meeting Minutes 
Meeting Details
	Meeting called
	27/10/2022

	Date of meeting
	29/10/2022

	Time of meeting
	9:00 am

	Location of meeting
	Meeting room 4


Meeting Participants
	Facilitator
	Noreen Abu-Obeid

	Note-taker
	Noreen Abu-Obeid

	Attendees
	Procurement manager, Builder, Estimator, Architect, Engineer, Construction Manager


Agenda Item 1 – Material Quantity Takeoff Form
	Introduction
	In this meeting, I will take the opportunity to discuss some details during the planning phase of our Project.  Here is a copy of the Material Take-off form for your use during the meeting and discussion we have today.
We understand that the improper quantity take-offs can underestimate or overestimate our construction costs, therefore I have called this meeting to discuss the details of our Take off form to confirm accuracy of our data collected, for the planning phase and estimation.
Material Quantity take off form confirmed to be 27/10/22 by Noreen Abu-Obeid based on current plans (being that of v4)
This information will be used to quote, create detailed scope of works and an accurate specification list, cost track, communicate accordingly with design or client changes and prevent budget over-runs.  Once completed this will be forwarded and reviewed by the Project management for approval.


	Doors
	Every Item, size, thickness and quantity was all correct and accurate as per Material take-off form under discussion, for the doors (refer to the attached Material take-off form)

	Windows
	Every Item, size, thickness and quantity was all correct and accurate as per Material take-off form under discussion, for the windows (refer to the attached Material take-off form)


Agenda Item 2 – Any other business
	AOB
	1. I would like to confirm that there are no other design changes made and we are working based on the current and final drawings, plans and specifications.  
2. Have we confirmed that there are no further changes from the client?
3. Will the type of product, brand, colour, installation process etc of the material required be specified including any particular descriptions and installations required?
4. Who will maintain the records of the estimates made?
5. Who and when will the review of the estimate be done?
6. Who will create and maintain a risk management plan?
7. Who will communicate with all stakeholders?
8. Any peer reviews of the Estimation cost and who will be allocated to do so?


	Responses to the above
	1. Yes confirmed
2. Yes confirmed
3. Yes, and the Estimator will complete this as per plans and specifications.
4. Noreen Abu-Obeid, Estimator, will maintain the records and be able to give traceable history if required, including maintaining any notes, assumptions and exclusions that were made at the time.
5. Noreen Abu-Obeid, Estimator together with the construction supervisor and manager will ensure that there is no double counting of items and components are not missing.
6. Risk and risk management plan will include any related risks and its costs and be managed by the Estimator.
7. The Estimator will communicate with all stakeholders and information channels should be outlined and shared.
8. Yes, there can be a peer review to the cost estimate to verify the quantities and costs and check to amend if necessary. During this time assumptions, exclusions and clarifications can be discussed and recorded.

	Clarifications to the above
	Further clarity was provided on the currency of the construction plans being most current and updated, to which this Material Take off form was derived from. If not, this can lead to major errors in cost estimations, purchasing the wrong materials, installing incorrectly





Action Items
	Action Item
	Assigned
	Due Date

	List of all the product types, brands, dimensions, colour, installation guides to be shared with the team
	Noreen Abu-Obeid
	1/11/2022

	Cost estimate to be provided by Estimator
	Noreen Abu-Obeid
	10/11/2022
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