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<PROJECT NUMBER>

BASE ENGINEERING ASSESSMENT PROGRAM (BEAP): 

POST IMPLEMENTATION REVIEW MEETING

MEETING DATE: 
………………………………………………………….

MEETING LOCATION:
………………………………………………………….

RECORDED BY:
………………………………………………………….

1. ATTENDANCE

<All meeting invitees and relevant stakeholders are to be listed in the meeting Attendance register below. Invitees who do not attend the meeting should be checked ‘Apology’. Stakeholders not required to attend should be checked ‘Copy’>
	Present
	Apology
	Copy
	Title / Rank; Name
	Position & Organisation
	Email address

	☐
	☐
	☐
	
	Director, Base Engineering Assessments
	

	☐
	☐
	☐
	
	Assistant Director, Base Engineering Assessments
	

	☐
	☐
	☐
	
	PMCA representative
	

	☐
	☐
	☐
	
	AC representative
	

	☐
	☐
	☐
	
	
	

	☐
	☐
	☐
	
	
	

	☐
	☐
	☐
	
	
	

	☐
	☐
	☐
	
	
	

	
	
	
	
	
	


2. AGENDA & MINUTES

<Agenda items are to be populated below, and circulated to all meeting invitees. Minutes of the meeting will then be recorded under each agenda item in ‘Italics’, including actions to be completed, persons responsible, and the target completion date for these actions.

Agenda items are expected to be constant (standardised) throughout the project – irrespective of the base or activity point.  However the depth and range of discussion will vary according to the stage of works and to meet project requirements>
	Item
	Topic
	Action 
	Action Due

	1. 
	Introduction
	
	

	1.1. 
	Purpose of the meeting 

<DBEAP to outline the meeting objectives>

Meeting Minutes recorded here in Italics
	‘Note’ or Initial 
	Date to be completed

	1.2. 
	Introductions by meeting attendees

Minutes…
	JB
	10 December 2011

	1.3. 
	
	-
	-

	2. 
	Continuous Improvement for future BEAP stages
	
	

	2.1. 
	Lessons Learnt from conduct of each Phase

-
	Note
	-

	2.2. 
	General outcomes of BEAP

-
	-
	-

	3. 
	
	
	

	3.1. 
	Other Issues
	-
	-

	3.2. 
	As required


	-
	-

	4. 
	
	
	

	4.1. 
	
	-
	-

	4.2. 
	
	-
	-

	4.3. 
	
	
	     

	5. 
	
	
	

	5.1. 
	
	-
	-


3. ENDORSEMENT

<To obtain endorsement of the meeting minutes as a record of discussions including actions to be undertaken.  Endorsement should be sought and obtained from the Defence BEAP Project Officer.> 

	Endorsement of Meeting Minutes

……………<signature>………..

<Name>

BEAP Representative

EP Branch

<date>
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