Meeting Minutes Process Template
(Form on following page)
1. PM drafts agenda

2. PM sends agenda to project team for additional topics and edits

3. PM distributes the agenda prior to the meeting

4. Attend meeting

5. Assign meeting minute-taker

6. For meeting minutes-

a. Capture action items, audience, deadline

b. Decision points

c. Issues

7. Recap all items by the minute-taker

8. Minute-taker submits meeting minutes to project manager for preliminary approval

9. PM distributes meeting minutes to project team

10. Feedback via e-mail required by each team member within one business day

11. PM incorporates all appropriate edits into meeting minutes

12. PM distributes final meeting minutes
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Next Steps

Beyond issues and action items, other required steps identified during the meeting as requiring action
