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Project Minutes and Action Items
Project Name:

Project Manager:





Minute Taker:

Minutes of the meeting held <Day>, <Date> <Month> <Year>, <Meeting Room>, <Building>, <Campus>
	1. Attendance

	Name
	Title

	Name
	Title

	Name
	Title

	Name
	Title

	Name
	Title

	
	

	
	

	Meeting Commenced at <Time> pm and concluded at <Time> pm 



	2. Apologies

	Apologies were noted from <names>.


	3. Item 

	
	Action Item 1

<Name/s>

	
	

	4. Item

	
	Action Item 2

<Name/s>

	
	

	5. Item

	
	Action Item 2

<Name/s>

	
	

	6. Item

	
	Action Item 2

<Name/s>

	
	

	7. Other Business

	
	Action Item 2

<Name/s>

	
	


Next Meeting: <Day>, <Date> <Month> <Year>
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