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Minutes of Meeting Template
	[image: image1.emf]ENTITY: [INSERT ENTITY NAME]
PROJECT NO.: [INSERT PROJECT NO.]
PROJECT: [INSERT PROJECT NAME]
Meeting Minutes Reference No.: [Insert Minutes of Meeting reference number]

	

	Recorded By:      
	Meeting With: 

	Meeting Location:      

	Meeting Date:      


	Purpose of Meeting: [Insert Meeting Purpose (Ex. Pre-Tender/Proposal Clarification/Agreement Kick Off/Negotiation/Progress Review Etc.)]
	Minutes Issue Date:      

	Attendees:
       


	Name
	Job title
	
	Name
	Job title

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	

	Item No.
	Action / Agreement Summation
	Action By:
	Completion Date:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	These meeting minutes will stand as issued unless written comments are received within [Insert number of days] business days of issuance of the minutes as noted above.



	First Party
	Second Party(s)

	Name: 
	Name: 

	Job Title
	Job Title

	Signature:
	Signature:

	Meeting Minutes Distribution List: [Insert list other recipients other than the attendees]
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