PRACTICAL TEMPLATES / MEETING MINUTES

Site coordination minutes

Location-specific observations, work constraints and inspection follow-up.

Blank working form
Edition 2 October 2026

Site / meeting ID Date / time / conditions Chair / minute taker

Attendees / contractors Work period / next meeting Version / approval / distribution

Use the separate urgent-hazard and statutory reporting procedures when needed. Minutes do not authorize unsafe work.

Item ID Area / activity Observation / reference Constraint / agreed outcome Action / inspection evidence Due date Action ID

Original educational form. Adapt fields, approval requirements, access and retention to your organization. Editable XLSX and TableStudio .ts companions include a separate fictional example. minutes-site / 1



