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{Project ID} – {Project Name}
Meeting Minutes – {Insert Date}


	Meeting Date:  
	
	Time: 
	

	Facilitator:
	
	Recorder:
	

	Location:
	
	

	Dial In Number:
	
	


Distribution and Attendee List: (( = Present, T = via Teleconference, A = Absent, G = Guest, AL = Annual Leave, CC = copied only, TR = Training)
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Agenda

	
	Items
	
	Due Date
	Responsible
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Action Items

	Item No
	Open date
	Action
	Assigned to
	Target date
	Output / Decision

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Decision Log

	Item No
	Date
	Decision

	
	
	

	
	
	

	
	
	


Next Meeting
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