Meeting Minutes


	Project <Name> 

	Location: <Room/Building>
	Date/Time: <DD-MMM-YYYY, HH:MM am/pm>

	Meeting called by:
	<Name (Typically Project Manager)>

	Subject:
	<Regular Status Meeting/ Special Meeting/ Other>

	Facilitator:
	<Name (Typically Project Manager)>

	Note taker:
	<Name (Typically Project Manager)>

	Attendees:
	<List all the people who attended the meeting>

	Regrets:
	<List all the people who were invited but skipped the meeting>


	Action Items from Project Meeting

	Action Item
	Responsible
	Deadline
	History

	1) <Describe the issue, action item or task>
	<Full name of the person responsible or initials>
	<Include date by which the action should be resolved>
	<New/ In Progress/ Done/ Late>

	2) 
	
	
	

	3) 
	
	
	

	4) 
	
	
	

	5) 
	
	
	

	6) 
	
	
	

	7) 
	
	
	


<Additional Instructions: 

· Remember that the text in blue is the commentary/explanation. Please, do not forget to delete all blue text before finalizing the document

· Keep the “Done” items in the list for several time periods (e.g. weeks or days) after the tasks has been assigned that status, then delete them.
· Recommended file naming convention: 

· YYYY-MM-DD-Meeting-Minutes-Project-Name.doc>
1

