Progress Meeting
Date:       
Project Town and PIN:       
ATTENDEES:        
SUMMARY:

1.   Review and approval of minutes of previous meeting:       
2.   Review of work since previous progress meeting:       
3.   Review of work planned for next two weeks:       
4.   Review of submittal status and long lead items:       
5.   Requests for information:       
6.   Field Observations, problems, conflicts, changes and problem resolutions:       
7.   Project Action Items Control Log:       
8.   Contract Modifications:       
9.   Safety:       
10.  Environmental:       
11.  Utilities:      
12.  Claims:       
13.  Schedule:       
The next weekly meeting will be held on          at the MDOT Field Office.  All stakeholders are invited to attend.

Any authorized persons who take exception to any statement in this report must notify the Resident in writing within five work days from receipt of this report, stating in detail the comment, correction or omission.  Otherwise, this report shall stand as written.
Sincerely Yours, 

Resident

cc: attendees and file, Project Manager,           Asst. Program Manager,          

 Contractors Office,              Others,        

