Meeting Agenda and Minute Template
This template is designed to minimize inconsistency between the outputs of meetings and to ensure consistent closure of action items. 

Project Agenda

	Discipline
	Name / Phone
	Secondary or alternate contact

	 Area of concern/activity
	 Full name and usable Ph. #
	 Full name and usable Ph. #

	 Area of concern/activity
	 Full name and usable Ph. #
	 Full name and usable Ph. #

	 Area of concern/activity
	 Full name and usable Ph. #
	 Full name and usable Ph. #

	 Area of concern/activity
	 Full name and usable Ph. #
	 Full name and usable Ph. #

	 Area of concern/activity
	 Full name and usable Ph. #
	 Full name and usable Ph. #

	 Area of concern/activity
	 Full name and usable Ph. #
	 Full name and usable Ph. #

	 Area of concern/activity
	 Full name and usable Ph. #
	 Full name and usable Ph. #

	 Area of concern/activity
	 Full name and usable Ph. #
	 Full name and usable Ph. #

	Meeting Date:
	 Date
	Internal Code #
	 Assigned #

	Time:
	 Time
	ERP system code#
	 Assigned #

	Physical Location:
	 Room #
	Telephone for conference call attendees:
	 Telephone #


Red Flag Issues: (due now or late and/or overbudget/schedule by > 10%)
 Area of concern/activity
 Area of concern/activity
 Area of concern/activity
 Area of concern/activity
 Area of concern/activity
 Area of concern/activity
Yellow Flag Issues: (due within 1 week, within 10% of budget or schedule)

 Area of concern/activity
 Area of concern/activity
 Area of concern/activity
 Area of concern/activity 

Meeting Minutes Template
	On-time
	Yellow flag
	Overdue
	Assignee
	Action Item/Task/Assignment
	Notes
	Date(s)

	 
	 
	 
	     
	     
	     
	     

	 
	 
	 
	     
	     
	     
	     

	 
	 
	 
	     
	     
	     
	     

	 
	 
	 
	     
	     
	     
	     

	 
	 
	 
	     
	     
	     
	     

	 
	 
	 
	     
	     
	     
	     

	 
	 
	 
	     
	     
	     
	     

	 
	 
	 
	     
	     
	     
	     

	 
	 
	 
	     
	     
	     
	     


NOTE:  NEW ITEMS SHOULD BE INCLUDED ONLY IN BLUE FONT.  DATED ITEMS SHOULD BE INCLUDED IN BLACK FONT.  EARLIER/PAST DATES SHOULD BY IDENTIFIED AS STRIKETHROUGH, BUT NOT DELETED.
