The Project Management Software for Outlook, Web and Smartphone

Meeting Minutes

	Meeting / Project Name:
	Give the meeting a distinguishable name

	Date of Meeting:
	
	Start Time:
	

	Location:
	
	End Time:
	

	Moderator / Facilitator / Leader:
	
	Minute Taker:
	



	Meeting Objective(s)

	 Identify the purpose and goal of the meeting

	Attendees

	Write down the names of attendees as well as absentees (and the reasons for the absence).

	

	

	

	Agenda / Discussion Topics / Issues

	Agenda Item
	Discussion Topics

	1
	Note down agenda items before the meeting
	Clarify discussion points and add additional notes if necessary

	2
	
	

	3
	
	

	4
	
	

	Decisions

	1
	Note down every major decision (e.g. motions made, votes, etc.) and include a short explanation if necessary

	2
	

	3
	

	Action Items

	Action Item
	Responsible
	Due Date

	1
	Record the next steps and actions that need to be taken 
	Specify who was assigned to do the action
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	Next Meeting

	Date:
	
	Time: 
	
	Location:
	

	Objective(s):
	




	Attachments

	1
	[bookmark: _GoBack]Attach or link to all relevant documents here 

	2
	

	3
	

	4
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