Project meeting notes: [project]
Project: 
Date: 
Attendees: 
Session goal: What this meeting needs to settle
Notes by: 
Open tasks
	Task
	Owner
	Due
	Status
	Note

	
	
	
	At risk / Late / Blocked / Not started
	



Dependencies
	Waiting for
	From
	Needed by
	Blocks
	Chased by

	
	Person, team or vendor
	
	Which task
	



Working notes
1. Topic: what was discussed, what was agreed or left open
Decisions
1. Decision. Made by:
Parking lot
	Topic
	Goes to

	
	Person or meeting



Action items
	ID
	Item
	Owner
	Due
	Done looks like
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