	

	Company Name

Project Name
	mm-dd-yyyy

9 AM - 12:30 PM

Location of Meeting:  XXX Building - Room YYY

	Reason for Meeting:  

	Facilitator:

	Note taker:

	Time Keeper:

	Attendees:

	

	Missing Team Members:

	Agenda

	TIME
	TOPIC
	PERSON PRESENTING
	TOTAL TIME

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	                                              ADJOURN THE MEETING

	Additional Information

	Next meeting:   Day of week – mm-dd-yyyy

	Location of next meeting:  


REPORT ON CURRENT ACTION ITEMS

	TASKS
	TASK OWNER
	DUE DATE
	% Complete

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


ACTION ITEMS GENERATED IN THIS MEETING

	TASK
	TASK OWNER
	DUE DATE

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


MINUTES / DISCUSSIONS / DECISIONS FROM THIS MEETING

	TOPIC
	DISCUSSION
	DECISION
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