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  MEETING MINUTES						1  


Open PMO
Meeting Minutes

	Meeting Title
	[Title]
	Meeting #
	[001]

	Date
	[DD MMM YYYY]
	Time
	[HH:MM – HH:MM]

	Location
	[Room / Teams / Zoom]
	Project
	[Project Name]

	Chair
	[Name]
	Minute Taker
	[Name]



1. Attendees
	Name
	Role / Organisation
	Present
	Apologies

	
	
	☑
	☐

	
	
	☑
	☐

	
	
	☑
	☐

	
	
	☑
	☐

	
	
	☑
	☐

	
	
	☑
	☐



2. Agenda & Discussion
📝 Record the key points discussed for each agenda item. Be concise — capture decisions and actions, not verbatim transcript.
1. [Agenda Item]
	Presenter
	[Name]

	Discussion
	

	Decision
	



2. [Agenda Item]
	Presenter
	[Name]

	Discussion
	

	Decision
	



3. [Agenda Item]
	Presenter
	[Name]

	Discussion
	

	Decision
	



4. [Agenda Item]
	Presenter
	[Name]

	Discussion
	

	Decision
	



5. [Agenda Item]
	Presenter
	[Name]

	Discussion
	

	Decision
	



3. Actions
📝 All actions must have an owner and a due date. Follow up at the next meeting.
	#
	Action
	Owner
	Due Date
	Status

	1
	
	
	[Date]
	Open

	2
	
	
	[Date]
	Open

	3
	
	
	[Date]
	Open

	4
	
	
	[Date]
	Open

	5
	
	
	[Date]
	Open

	6
	
	
	[Date]
	Open

	7
	
	
	[Date]
	Open

	8
	
	
	[Date]
	Open



4. Decisions Made
📝 List all formal decisions taken in this meeting for the record.
	#
	Decision
	Made By
	Date

	1
	
	
	[Date]

	2
	
	
	[Date]

	3
	
	
	[Date]



5. Next Meeting
	Date
	[DD MMM YYYY]
	Time
	[HH:MM]

	Location
	
	Chair
	



6. Sign-off
These minutes are a true and accurate record of the meeting.
	Chair
	Signature
	Date

	[Name]
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