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	Project Name:
	Meeting Location:
	Prepared by: 
	Meeting Date:

	
	
	
	




	PURPOSE OF MEETING
	· [State why the meeting is being conducted]

	ATTENDEES
	· [List meeting attendees and potentially critical parties who could not attend]

	AGENDA ITEMS
	1.  [List agenda items and associated notes]
2. 

	OPEN / NEW ACTION ITEMS
	1. [List items with deadlines and responsibility]
2. 


	UPCOMING MILESTONES 
	1. [List items with deadlines and responsibility]
2. 
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