
07
 Project Meeting Minutes  
 XXXX 

 I. Basic Info 

Meeting Name: Called By

Meeting Date
 

Start time
 

Meeting Place Meeting duration

Minuted by Reviewed by

 

II Meeting Objective ( to brief the meeting objective, including the expected outcome ) 

 

III Meeting attenders (to list the meeting attenders, and their titles or project roles) 

 

IV Materials distributed   to list the project materials to be discussed at the meeting

 

V Speaking notes   to note the speakers’ points of view, opinions and suggestions

 

VI Meeting decisions   to state the meeting conclusions

VII Distribution scope of meeting minutes 

 


