Meeting Notes




<<Project Name>>




<<Network Name>>

Template instructions: All text in italics is instructional and will help you to complete the template.  It should be removed from your document.  Text in double angle brackets (<<) should be replaced.
Meeting notes should be completed and circulated by the project manager after each meeting.  

Attendees should be encouraged to let the project manager know of any missing or incorrect information and when action items are completed.
<<Project Name>> Meeting Notes for <<Date>>
Last Updated: <<DATE, TIME>> 
	Notes

	Attendees

	· Name 1
	· Name 2
	· etc.

	· 
	· 
	· 

	· 
	· 
	· 

	Decisions and Issues

	1. Description of key decision made or issue raised during the meeting

Example:
Minor changes will need to be made to the Project Charter before it can be approved.
2. 

	Action Items
	Responsible
	Target

	1. List of tasks that were identified in the meeting as needing to be completed
Example:

Project Charter will be edited and recirculated before next week’s meeting 
2. 
	Name of person responsible for completing task
	Date by which the task should be completed
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