[insert project name]
Meeting Minutes
This template is used to capture Meeting Minutes, which are the key elements discussed at the various project meetings.  This template is composed of sections from several other templates (Decisions, Assumptions, Action Items, Issues, Risks) and any data entered here is also entered into the respective template for overall tracking purposes.

Best Practice!

Document the minutes of all project meetings, share them with appropriate stakeholders, and make them part of the project's archive.  This serves several purposes.  First, it clarifies exactly what was discussed at each meeting, thus preventing the rehashing of the same things repeatedly.  Second, it provides a basis for following up on action items and the like in subsequent meetings, which is necessary to keep the project moving forward.  Third, it creates a historical trail of where the project team has been, which is helpful in getting new team members up to speed.

Meeting Name:  [insert meeting name]

Date:  [insert date]
Attendees:  [insert names]
Discussion Summary:

	[insert summary of meeting discussion]




Decisions:

	ID
	Decision
	Owner
	Date
	BoA
	Pending

	
	
	
	
	
	


Assumptions:

	ID
	Assumption
	Date Made
	Validated

	
	
	
	


Action Items:

	ID
	Action Item
	Owner
	Due Date
	Open

	
	
	
	
	


Issues:

	ID
	Issue
	Owner
	Due Date
	Open

	
	
	
	
	


Risks:

	ID
	Risk
	Owner
	Outcome/Response
	P
	I
	Active

	
	
	
	
	
	
	


Note:  See individual templates for detailed information on each field.

 [image: image1.png]# leidos

Leidos Biomedical Research, Inc.





[image: image1.png]