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CUSTOMER/PROJECT NAME 
Location, Date, Time, Phone # and password if needed  
Prepared by: Project Manager Name 

Meeting Objectives and Agenda Person Responsible / Time 
   

NEXT MEETING 
Location, Date, Time, Phone # and password if needed 

Meeting Objectives and Agenda Person Responsible 
   

ATTENDEES 
Customer Company 
    
    
    

HANDOUTS 
Title Description Author 
   

MINUTES  
ID Topic Person 
1.    
2.    
3.    

OPEN ACTION ITEMS 

ID Action Item / Action Taken Assignee 

Start/ 
Target 
Date Status 

1.     
2.     
3.     

CLOSED ACTION ITEMS 

ID Action Item / Action Taken Assignee 

Start/ 
Target 
Date Status 

1.     
2.     
3.     

DISTRIBUTION 
Customer Company 
     
     
     

Glossary 
 


