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Date:  Location 
held: 

 

Prepared by:  Delivered by:  

Meeting Purpose 
/ Topic: 

e.g. Monthly Toolbox, Vehicle Interaction 

Attachments List any attachments included 

 

 Item Details 

1 Recent Incidents, 
Alerts / Bulletins 
etc. 

 

2 [INSERT TOPIC]  

3 Issues raised by 
workers 

 

4 Actions  
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ATTENDANCE RECORD 

Name Job Title Company Signature 
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