Meeting minutes and actions
Record the agenda, decisions, and an action log with owners and due dates, so commitments do not slip.
Document control
	Project
	Add the project

	Author
	Nirmal Prajapati

	Owner
	Add the owner

	Version
	1.0

	Date
	Add the date

	Status
	Draft



Version history
	Version
	Date
	Author
	Summary of change

	1.0
	Add the date
	Nirmal Prajapati
	First version

	
	
	
	

	
	
	
	


Meeting information
	Meeting
	Weekly delivery review (example)

	Date
	Add the date

	Time
	Add the time

	Location
	Add the location or call link

	Chair
	Nirmal Prajapati

	Minute taker
	Add the name


Attendees
Present: Project Manager, Client sponsor, Delivery lead. Absent: add any names, with apologies noted.
Previous minutes
The minutes of the last meeting were reviewed and agreed as accurate.
Agenda
1. Progress since the last meeting.
1. Reporting timing.
1. Launch date.
1. Any other business.
Discussion and decisions
	Topic
	Discussion
	Decision

	Progress
	The core build is on track
	Continue as planned

	Reporting
	Running a little behind
	Agree a recovery plan

	Launch date
	Depends on testing finishing
	Confirm at the next meeting


Action log
	ID
	Action
	Owner
	Due date
	Status

	A1
	Prepare the recovery plan
	Project Manager
	Add date
	In progress

	A2
	Confirm the launch date
	Client sponsor
	Add date
	Open


Any other business
None raised.
Next meeting
Date, time, and location or call link: add the details before everyone leaves.
Template by Nirmal Prajapati.  www.heynirmal.com.  Illustrative, it holds no confidential client information.
