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This checklist is provided by Cogram. To automatically draft minutes in your template for in-person (e.g., job site and conference room) and online meetings, schedule a live demo.

[bookmark: _heading=h.3znysh7]Before the meeting
· Review previous minutes: Check action items and project documentation.
· Draft meeting agenda: Prioritize by impact. Distribute 48 hours in advance.
· Download a complete OAC meeting agenda template. 
· Prepare visual aids: Include progress photos, updated schedules, and budget charts.
· Assign a minutes-taker: Designate someone to document the meeting or set up AI software for minute-taking.
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· Confirm agenda: Review and adjust as needed.
· Discuss critical path: Evaluate schedule and resource allocation.
· Address constraints: Review and prioritize open constraints.
· Review logs: Update RFIs, submittals, and design changes.
· Discuss budget: Present current status and variances.
· Check procurement: Review material status and supply chain issues.
· Site logistics & safety: Address site access and safety concerns.
· Quality assurance: Discuss inspection results and upcoming requirements.
· Commissioning: Review commissioning activities and issues.
· Open floor: Allow for stakeholder questions and updates.
· Schedule next meeting: Confirm date and time.
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· Document minutes: Record and format minutes promptly.
· Distribute minutes: Send to all attendees within 24-48 hours.
· Update documentation: Revise project scope, budget, and schedule. Update project management platforms.
· Follow-up on action items: Monitor progress and schedule follow-ups as needed.
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