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Pre-start Meeting Agenda
Residential building or renovation project
	DELETE BEFORE ISSUE: Use this agenda once before the project formally begins to walk through the contract and confirm expectations between everyone involved. It is the meeting most likely to prevent misunderstandings later. The Client Meeting Minutes template is then used for the regular meetings that follow. This agenda is a general guide only and does not replace legal, design, engineering, certification, quantity‑surveying or other professional advice. Remove all italicised guidance and any “DELETE BEFORE ISSUE” notes before issuing the agenda.


1. Project and meeting details
	DELETE BEFORE ISSUE: Record the basics so the meeting can be identified and referenced later. This meeting can be run before a builder takes possession of the site, or before a consultant's site-based services begin — use whichever applies to the “Builder / Consultant” field.



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

	Client / owner
	e.g. Jane and Michael Smith

	Builder / Consultant
	e.g. ABC Constructions Pty Ltd (Licence No. 123456), or Pembridge Project Management

	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 this agenda







2. Purpose and intended outcomes
	DELETE BEFORE ISSUE: Work through every item below, even briefly - the value of this meeting is in surfacing anything the parties assumed differently before it becomes an expensive misunderstanding. Use the notes column to record the actual answer or decision reached, not just a tick; “confirmed” with no detail behind it won't help anyone six months from now.



Use the meeting to confirm the parties' shared understanding before site work commences and to identify unresolved matters requiring action.
	Check
	Item / requirement
	Notes, evidence or action

	☐
	Confirm attendees, roles, authority and communication channels
e.g. who can approve a variation on the spot, and whether instructions must be in writing
	

	☐
	Confirm the current contract documents, drawings, specifications and schedules
e.g. confirm the exact approved drawing revision being built to (e.g. Rev D, not an earlier issue)
	

	☐
	Confirm approvals, permits, certifications and statutory inspection arrangements
e.g. DA/CDC approval, construction certificate, who the accredited certifier/PCA is and when mandatory inspections are booked
	

	☐
	Confirm scope boundaries, exclusions, owner-supplied items and work by others
e.g. client supplying appliances; landscaping excluded from the building contract
	

	☐
	Confirm contract price components, allowances, prime cost items and provisional sums
e.g. PC items are named-but-unpriced inclusions (tapware allowance $1,500); provisional sums are estimates for unknown-condition work (rock excavation)
	

	☐
	Confirm construction programme, key milestones and anticipated completion
e.g. footings, frame, lock-up, fixing and practical completion dates
	

	☐
	Confirm site possession, access, working hours, neighbours and site constraints
e.g. council working-hours restrictions; shared driveway or easement access
	

	☐
	Confirm temporary services, fencing, amenities, security and protection of existing property
e.g. who is responsible or temporary power/water, site toilet, safety fencing, protection of existing driveway or landscaping
	

	☐
	Confirm selections, samples, shop drawings and decision deadlines
e.g. kitchen joinery shop drawings due 4 weeks before fixing stage
	

	☐
	Confirm procurement responsibilities, lead times and required-on-site dates
e.g. who orders long-lead items like windows or custom joinery, and by when
	

	☐
	Confirm variation procedure, required written approvals and time/cost assessment
see the Variation Request template — no work proceeds on a variation until it's priced and signed
	

	☐
	Confirm progress claim process and supporting information
e.g. claims aligned to contract stages, supported by invoices/photos, subject to state Security of Payment timeframes
	

	☐
	Confirm site meeting frequency, reporting, photos and document control
e.g. fortnightly site meetings, minutes issued within 2–3 business days — see the Client Meeting Minutes template
	

	☐
	Confirm quality expectations, inspection points, defects and rectification process
see the Site Inspection Record template, and confirm the defects liability period under the contract
	

	☐
	Confirm WHS responsibilities, site induction and visitor requirements
e.g. builder as PCBU responsible for WHS; all visitors including the client sign in and wear PPE
	

	☐
	Confirm environmental controls, waste, noise, dust and erosion management
e.g. sediment fencing, council noise/hours restrictions, waste management plan if required by council
	

	☐
	Confirm insurance, licences and key contact information
e.g. builder's licence number, home warranty insurance, public liability certificate of currency
	

	☐
	Confirm handover requirements, manuals, warranties and training
e.g. operation manuals, appliance warranties, demonstration of systems such as HVAC or alarm
	




3. Agenda items and decisions
	DELETE BEFORE ISSUE: Use this table for anything project-specific that isn't already covered by the standard checklist in Section 2 — a site-specific risk, an unresolved design question, or a matter carried over from a earlier discussion. Keep entries short; anything substantial should be actioned, not just discussed.



	No.
	Agenda item
	Discussion / decision
	Action by
	Due date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


4. Actions arising
	DELETE BEFORE ISSUE: Carry these actions into the first Client Meeting Minutes as “previous actions”, and keep the action numbering sequential across both documents so any action can be referenced unambiguously for the life of the project.



	Action no.
	Required action
	Responsible party
	Due date
	Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





5. Acknowledgement
	DELETE BEFORE ISSUE: Circulate this record promptly — a good benchmark is within 1-2 business days — and set a short window for corrections. Silence shouldn't automatically be treated as contractual acceptance unless the applicable contract expressly says otherwise, so state the corrections deadline clearly rather than leaving it implied.



Meeting records should be circulated promptly. Participants should identify any requested corrections in writing. Silence should not automatically be treated as contractual acceptance unless the applicable contract expressly provides otherwise.
	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/consultant, project file



My Build Hub   |   Australian Residential Template   |   Editable working document
image1.jpg




