
978-90-01-79092-9 

www.projectmanagement-english.noordhoff.nl/
© 2015 Roel Grit, Noordhoff Uitgevers bv




Minutes of project meeting [project name]

	Subject:
	

	Date:
	
	Time:

	Place:
	

	Chairman:
	
	Minutes secretary:

	Present:
	

	Absent:
	

	Information



	Decisions



	Action points
	
	

	What?
	     Who?
	     When?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Next meeting

· Date:

· Place:

· Time: 
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