Meeting Agenda & Minutes Record

[Project Name]


[Project Name] Meeting Agenda
	Meeting Date
	Meeting Time
	Location

	[mm/dd/yy]
	hh:mm – hh:mm
	[location]


	Meeting Leader
	[Meeting Leader Name]

	Meeting Purpose
	[Describe meeting purpose]

	Project Purpose
	[Purpose description from statement of work]


	Participant Names
	Attended? 

	[participant name]
	

	[participant name]
	

	[participant name]
	


	Agenda Item
	Who’s Responsible
	Time Allotted

	1. [topic description]
	
	

	    [topic discussion]



	    [topic resolution]



	2. [topic description]
	
	

	    [topic discussion]



	    [topic resolution]



	3. [topic description]
	
	

	    [topic discussion]



	    [topic resolution]



	4. [topic description]
	
	

	    [topic discussion]



	    [topic resolution]



	5. [topic description]
	
	

	    [topic discussion]



	    [topic resolution]




Fast Foundation for Project Management – Meeting Agenda& Minutes Record
Reference The Fast Forward MBA in Project Management, Chapter 10-11
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