Company Name Here

Memo

To:
Project Team include Manager (Turner)

From:
Author(s)

CC:
Put others here if relevant

Date:


Subject:
Meeting minutes from <date of meeting>

Attendees:

Agenda:

Make sure format is easy to read.

Discussion:  Topics should match the agenda - new topics should be labeled as such.  If a topic is dropped indicate that also.

· Topic 1:
??????.

· Topic 2
??????.:

Decisions

· Decision 1 goes here.  What is the decision.  What does it impact.

· Decision 2 goes here.  What is the decision.  What does it impact.

Action Items

· Action Item 1 goes here : what, who, when

· Action Item 2 goes here : what, who, when:

Open Issues

· Issue 1 goes here : when and how will this be resolved into an action item or dropped

· Issue 2 goes here : when and how will this be resolved into an action item or dropped

Next Meeting

· Time/Place
attendees etc.

· Agenda
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