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Client Meeting Minutes
Residential project meeting record
	DELETE BEFORE ISSUE: Use this template for regular meetings between the client, builder and/or consultant team throughout an residential project - for example a pre-start meeting, a design development meeting, or a monthly site progress meeting. Issue minutes promptly (a good benchmark is within 1-2 business days) and set a short window for corrections before they're treated as accepted. Minutes are a record of what occurred; they are not a substitute for a formal written notice, approval or variation required under the building contract - use the appropriate template (e.g. a Variation Request) to formalise anything that needs contractual effect. Delete all italicised guidance and “DELETE BEFORE ISSUE” boxes before the minutes are issued.


1. Meeting details
	DELETE BEFORE ISSUE: Record the basics so the meeting can be identified and referenced later. The type of meeting shapes who needs to attend and what should be on the agenda - for example a pre-start/kick-off meeting typically covers site establishment, WHS and communication protocols; a design meeting covers design, coordination and detailing; a site progress meeting covers programme, cost and quality. Use “Next meeting” to set a predictable cadence (e.g. fortnightly during construction).



	Project name
	e.g. New Residence – 24 Banksia Court, Buderim

	Meeting number
	e.g. MTG-008 (sequential per project)

	Meeting date and time
	e.g. 14 October 2026, 9:00am

	Location / online link
	e.g. site office, or Teams/Zoom link

	Chairperson
	e.g. name and role of the person running the meeting

	Minute taker
	e.g. name of the person recording these minutes

	Next meeting
	e.g. 28 October 2026, 9:00am, on site


2. Attendance
	DELETE BEFORE ISSUE: List everyone invited, not just those present - recording apologies and the distribution list shows everyone had the opportunity to review the minutes, even if they missed the meeting. 



	Name
	Organisation / role
	Present
	Apology
	Distribution

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3. Minutes and actions
	DELETE BEFORE ISSUE: Carry forward every open action from the last meeting and confirm its status before raising new items - an action list that never closes anything out loses credibility quickly. Cross out completed items, do not delete as you may need to reference later.



	Action no.
	Previous action
	Responsible party
	Due date
	Status / update

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


4. Discussion, decisions and instructions
	DELETE BEFORE ISSUE: Record discussion factually and keep it separate from any decision or instruction that was actually made - “the client asked about upgrading the ensuite tiles” is discussion; “the client approved the tile upgrade at the quoted cost” is a decision. A decision recorded here still needs to be formalised through the contract's variation process if it changes scope, cost or time - noting it in these minutes alone does not authorise the change.



	Item
	Topic
	Discussion / information
	Decision / instruction
	Action by
	Due

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


5. Cost and commercial matters
	DELETE BEFORE ISSUE: Use this section to flag financial items as they arise - for example a provisional sum reconciliation, a prime cost item running over allowance, or a query on a progress claim. Flagging it here doesn't finalise it: a cost change still needs to go through a priced Variation Request, and a progress claim dispute may be subject to timeframes under the applicable state Security of Payment legislation.



	Ref.
	Matter
	Current position
	Required action / approval
	Due

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


6. Programme and procurement matters
	DELETE BEFORE ISSUE: Track items that could affect the programme - long-lead products (e.g. windows, custom joinery, appliances), weather-affected activities, or an upcoming inspection or certifier hold point. Cross-check against the relevant Site Inspection Record where a stage sign-off is the trigger for the next activity to start.



	Ref.
	Milestone / item
	Status
	Impact / decision required
	Responsible
	Due

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


7. Accuracy, distribution and record-keeping
	DELETE BEFORE ISSUE: Record corrections, disagreements and qualifications clearly rather than quietly editing a previous entry - if someone disputes what's recorded, note the disagreement rather than deleting the original text. Keep a copy on the project file for the life of the contract and the applicable defects liability or warranty period. A meeting minute records what occurred; it should not be used to bypass any written notice, approval or variation requirement in the contract.



	Minutes issued by / date
	e.g. name of the minute taker, issued 16 October 2026

	Comments / corrections due by
	e.g. 21 October 2026 (5 business days)

	Distributed to
	e.g. client, builder's site supervisor, project manager, project file
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