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	Minutes of Meeting

	Customer: 

	Project: 

	[bookmark: start]Location: 
	Date: 
	Time: 

	Purpose: 

	Attendees: 		

	

	

	

	

	CC:  

	

	

	



Review of Previous Action Items

	Action Item(s)
	Who
	When

	
	
	

	
	
	



Discussion
Topic 1

	Action Item(s)
	Who
	When

	
	
	

	
	
	



Topic 2

	Action Item(s)
	Who
	When

	
	
	

	
	
	



Summary of Action Items

	Action Item(s)
	Who
	When

	
	
	

	
	
	



Next meeting
The next meeting will be (date) at (time) at (location), room (room number or “to be determined”).

	
	Page 1
Printed on: August 17, 2015



