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<Meeting Name> Meeting Minutes
<Project Name and/or Workstream Name>

	Meeting Purpose/Objective/Subject:

	<Copy from Agenda.  Note revisions, if updated at meeting.>


	Date
	<Date of meeting>
	Time
	<Time of meeting, include time zone>

	Location
	<Physical location of meeting including building, city, room location – i.e. floor, room number/name>
	Facilitator
	<Name of person who conducted this meeting>

	Conference Call info 
	<Conference call in number, participant code>  
	Minutes Taken by
	<Name of person who wrote this document>


	Meeting Attendees

(Legend:  X – Attended in person, P – Attended via phone, A – Absent, + Substitute or additional attendee)

	X
	<Attendee1 – copied from Agenda>
	A
	<non-Attendee1>
	+
	<Attendee1, note who they attended for>

	X
	<Attendee2> 
	A
	<non-Attendee2>
	
	

	X
	<Attendee3> 
	P
	<Phone Attendee1>
	
	

	X
	<Attendee4>
	P
	<Phone Attendee1>
	
	


	Meeting Minutes

	#
	Topic

	1.
	<Topic 1 – as copied from Agenda document>

· <Discussion Notes 1>

· <Discussion Notes 2>

· <If there are handouts and/or documents that came up at the meeting, that were not included in the Agenda, then attach here or include links to where these documents can be found.>

	2.
	<Topic 2 – as copied from Agenda document>

· <Discussion Notes 1>

· <Discussion Notes 2>

	3.
	

	4.
	<If additional topics were added at the meeting, remember to include them here and their Notes.>


	Action Items

	#
	Description
	Owner
	Target Completion Date

	1.
	<New Action items that were raised at this meeting, else “None”.  Note, this is not the running list of Action items for this project.>
	<Who owns this action to completion.  Can also be Entire Team / All.>
	<Date when this item will be addressed by>


	#
	Future Meeting Agenda Topics
	Assigned to

	1.
	<Any items that came up at this meeting that was agreed at meeting could be scheduled for a future meeting or discussion, else “None” or you can remove this section.>
	<Person who will schedule the future meeting on this topic>


	Next Meeting Date/Location:
	<If needed, state so, else state “Not needed”.  If not scheduled yet, can include agreement like within next two weeks.  Note who will be responsible for scheduling the next meeting.>


Meeting Summary / Additional Notes:
· <If there were additional notes and/or details that did not fit into the “Agenda Items/Meeting Notes” above, it can be included here.>

· <If there have been updates post this meeting, clearly label these as Post Meeting Update, and can be included here.> 

· <Else “None.” Or you can remove this section.>

· If there are Important Upcoming dates for your Project that you want people to remember, and they were not mentioned in the Meeting Minutes, you may want to note these here, as a reminder to all.

+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++
All information below this line is not part of the Meeting Minutes template, and should not be included when you are sending out the Minutes for your meeting.

This section is meant to provide additional instructions on how to properly use this template, as well as additional suggestions for how to distribute these meeting minutes to all interested parties.

Note:  This is “Meeting Minutes Template”  version 1.0 approved xx/xx/xxxx.

When using, do not delete sections of the template.  Modifications allowed are noted in the template above or in instructions below.

As for most meetings, you will be distributing your meeting minutes via email, you can choose to
· attach this meeting minutes template to an email  
· can cut and paste the needed sections from this template into an email
Additional Instructions for using this Template:

1) All information included in the template above that is  in italics or <included between >, is meant to be replaced with content relevant to your meeting or removed before sending out the final meeting minutes to your meeting participants and other interested parties.

2) Meeting/Purpose/Subject section may be optional, for your meeting, and can be removed.  The agenda may cover it all, especially if this is a regularly covered status meeting.  

3) “Attendees/Absent” section can be formatted in various ways (match your Agenda for this meeting):

a) List one by one, separated by a comma

b) List one by one, one line each

c) List in a grid format like this

	Meeting Attendees

(Legend:  X – Attended in person, P – Attended via phone, A – Absent, + Substitute or additional attendee)

	X
	<Attendee1 – copied from Agenda>
	A
	<non-Attendee1>
	+
	<Attendee5, note who they attended for>

	X
	<Attendee2> 
	A
	<non-Attendee2>
	
	

	X
	<Attendee3> 
	P
	<Phone Attendee1>
	
	

	X
	<Attendee4>
	P
	<Phone Attendee1>
	
	


· Whichever format you use, you can either list the attendees in the same order that they are in the invitation (with notes to whether they attended or not or sent a substitute in their place), or create separate lists or grids for each type.

· If you have a large or diverse group, especially one that is not familiar with each other, you may want to identify them with their locations and/or area/team representing, just as you did on the Agenda.

· Not mandatory to label if they attended in person or via the phone, can just say attended.

· If someone did not attend, but sent a substitute, that should be noted, whatever list or grid format you use.

· Additional attendees not on the agenda should always be listed at attendees.  Not mandatory to say that they were additions.

4) “Meeting Minutes” section does not need to be a grid. It can be more freeform after the section header.

5) In the “Meeting Minutes” section, note and highlight any Decisions or Agreements made at this meetings, as well as any Issues or Risks or Next Steps raised in this meeting.  

a) Project Manager will update Issues/Risk Registers, Project plans, etc, with these post this meeting.

6) Update the Header of this document with your “Meeting Name”.  Update the Footer of this document with your “document’s name” and the “date” you published these Minutes.

General Comments on Compiling and Distributing Meeting Minutes:

1) If the person taking the minutes and the meeting facilitator are different people, then you need to decide who will send out the Meeting minutes.  It can be either.  Sometimes a facilitator will prefer to send out the meeting minutes, after receiving/reviewing what was prepared by the meeting minute taker.

2) Decide who to send the meeting minutes to.  

· Need to send to all who were invited to the meeting, whether they attended or not. 

· Anyone who attended that was not on the original invite should also receive a copy.

· If it was pointed out in the meeting that another group was also impacted or needed to be involved at a later date, send them a copy.

· Are there any other interested parties that need to be made aware of the outcome of your meeting  i.e. other Project Managers or team members, Project Sponsor whether IT or Business, other IT or Business Sponsors.

· If sending to others that were not at the meeting, you may need to include in the email why you are including them, so they can focus their attention on the appropriate section of the meeting minutes. 

3) If sending out the meeting minutes as an attachment, then it is recommended to include a very short high level summary in the email. Especially 
· If there have been any updates post the meeting that are now reflected in the meeting minutes.

· If there were any major decision made or issues raised.

4) Whether sent an as an email or attachment in an email, include a comment in the email that states if there are any errors or omissions from these minutes, how that situation should be handled.  i.e. email the whole group that received the minutes with the correction,  or email the facilitator or meeting minute taker, so they can adjust and republish the minutes ,etc.

5) As a result of a meeting, that may mean updates to other Project Deliverables such as the project plan, a requirements document, action item list, issues list, risk lists, etc.   You need to decide whether to add these updated documents to the email that includes your meeting minutes or update and send out at another time (i.e. with your status report, as a separate emails, etc.)  

· Not recommended to add them as attachments in the meeting minutes document (if using the template), as they will probably get overlooked by your readers.  And these are important documents to be reviewed/managed to.
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