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1. GENERAL ITEMS:

A. Accidents or safety issued to report by any of the primes

B. Issues to report by University or College

2. CONSTRUCTION SCHEDULE

A. GENERAL:  <Insert Name>.
1. Manpower


# of Workers
Trade

##
(trade)

2. Work activities for the week
3. Projected work activities for the next two weeks 

4. Deliveries

5. Items requiring coordination
6. Project schedule impacts
7. Shop Drawings submitted
8. Outstanding RFIs
9. Other items

B. PLUMBING: <Insert Name>

1. Manpower


# of Workers
Trade

##
(trade)

2. Work activities for the week

3. Projected work activities for the next two weeks 

4. Deliveries

5. Items requiring coordination

6. Project schedule impacts

7. Shop Drawings submitted

8. Outstanding RFIs

9. Other items

C. HVAC: <Insert Name>.

1. Manpower


# of Workers
Trade

##
(trade)

2. Work activities for the week

3. Projected work activities for the next two weeks 

4. Deliveries

5. Items requiring coordination

6. Project schedule impacts

7. Shop Drawings submitted

8. Outstanding RFIs

9. Other items

D. ELECTRIC: <Insert Name>
1. Manpower


# of Workers
Trade

##
(trade)

2. Work activities for the week

3. Projected work activities for the next two weeks 

4. Deliveries

5. Items requiring coordination

6. Project schedule impacts

7. Shop Drawings submitted

8. Outstanding RFIs

9. Other items

3. SCHEDULE REVIEW
4. RFI REVIEW

5. BULLETINS, FIELD WORK ORDERS AND CHANGE ORDERS
6. SUBMITTAL STATUS
7. OHIO STATE COMMENTS

8. USER COMMENTS

9. HOT LIST ITEMS

10. NEXT SCHEDULED MEETING

[FOR MEETING MINUTES]
The above constitutes the writer’s understanding of the items discussed at the above indicated meeting.  If there are any additions, corrections, and/pr revisions to these minutes, please notify the writer and such corrections will be made in the next meeting minutes.  If none are received, then these minutes will be deemed as a correct interpretation of the meeting held. 

SUBMITTED BY:  

DISTRIBUTION:
ALL ATTENDEES via e-mail
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