
Meeting Minutes


This document provides detailed minutes of the following meeting.

	Meeting Information

	Date:
	

	Project Name:
	

	Project Manager:
	

	Meeting Objective:
	


	Meeting Participants - Name, Title and Organization 

	1. 

	2. 


	Decisions 

	· 

	· 


	Open Action Items / Issues 

	Open Action Items
	Description
	Person Responsible
	Date Due
	Closed Date

	1. 
	
	
	
	

	2. 
	
	
	
	


	Closed Action Items / Issues 

	Closed Action Items
	Description
	Resolution
	Completion Date

	1. 
	
	
	

	2. 
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