Project meeting minutes
Project: ____________________
Meeting: ____________________
Date: ____________________
Attendees: ____________________
Overall status: ____________________

Status summary
Two sentences: where the project stands and why the status is what it is.
Status: green / amber / red. Because:
Progress since last meeting
What was finished, not what was worked on.
•	
Decisions
What was decided, and by whom when it matters. A decision is not a task: record it here even if nobody has to do anything.
•	
Risks and issues
What could stop the project, how likely and serious it is, who is watching it and what they will do.
	Risk or issue
	Impact
	Owner
	Response

	 
	 
	 
	 

	 
	 
	 
	 



Actions
One owner and one due date per action.
	Action
	Owner
	Due

	 
	 
	 

	 
	 
	 

	 
	 
	 



Next milestones
The next two or three dates that matter.
•	
