Put Project Name and Date Here
Meeting Purpose
Note: Meeting Purpose should be decided on before meeting is called. A bulleted Agenda document should be sent to the team (or attached to the meeting invite) so the invited resources can prepare.
Attendees 
Note: If someone was not invited and in meeting it comes out they should have been, be sure to include them in the distribution list for the email

Key / High Level Discussion Points
Note: It is a good practice to group all key discussion points into high level groups rather than randomly listing all of them in one list.
Key Assumptions

Note: It’s especially important to document any assumptions that come out of the meeting that may impact your project. By documenting them in the minutes you’ll have a document trail.

Outstanding Questions

Note: If there are questions that arise in the meeting an require further due diligence to be answered, documenting them here makes sure everyone knows they need to work towards resolution. If possible, put a name to the outstanding question so it’s documented who is responsible for getting the answer.

Key / High Level Next Steps

Note: This is not a supplement for maintaining a detailed project plan but is used to track newly required tasks that come out of the meeting. Additionally, this is where key tasks can be tracked with responsible parties for senior managers who won’t read through a project plan but will take the time to review a two page minutes document.

Reminder for Expected Date of Next Meeting

Note: This may not be possible but it’s always best to give the team as much forewarning as possible.
