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Minutes of Meeting

Place and date: 

	Project Title:


Participants List:
	Name:
	Role:
	Present/Absent:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Key topics on the Agenda:

	Extract of the Agenda, only key elements (Full agenda should be attached)



Minutes:

	Key points of the discussion, main elements only. All detail is included in the specific action points and in the update to past action points.
Attach action point list and/or Issue Log.



Key topics to review at the next update:
	Key issues left open
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