Status Meeting Agenda/Minutes


COMPANY NAME

 Status Meeting Agenda/Minutes

Next Meeting:  $Date, Time, Next Meeting Location (city, bldg., room, Telephone and/or Conference Call #)$
Minutes are to be distributed within three days after team meeting.

An agenda is due one day prior to the next meeting.

Participants/Recipients:


For the agenda, complete the list of invitees/participants/recipients.  Below the list, indicate who will lead the meeting and who will take minutes.  When preparing minutes, asterisk the names of those in attendance and update the meeting leader list with names of persons actually fulfilling the roles.

	Participants
	
	

	$Name of Participant$
	$Name of Participant$
	$Name of Participant$

	
	
	

	Cc: 
	
	

	$Name of cc Recipient$
	
	


(* - denotes in attendance)

Leader:  
$Name of Participant$ leads and controls the meeting, following the agenda;
Minutes:  
$Name of Participant$ records and distributes minutes; produces next agenda;

The following agenda structure is mandatory in order to address the requirements of each of the Key Process Areas in the CMM.  Time allocations can be deleted if not used.  Time allotments, if kept, may also be renegotiated and adjusted
	$time allotted$
	Agenda Walkthrough:


This topic is used to ensure that all attendees understand the items to be addressed.  Walk-on agenda items are included as New Business.  Clarifications or corrections to the minutes from the previous meeting are made.
	$time allotted$
	New Business:


This is for new discussion items added to the Agenda. 
	$time allotted$
	Review Open Issues:


	Issue $#$:
	$Detail the Issue$
	$Assignee$


Assignees, or Meeting Leader if “team” assignee, addresses the status of each issue.  If more than one project is addressed in the Status Meeting, individual project issues should be entered in Project/Production Tracking and Oversight: under each project’s section.  When preparing minutes, enter the disposition for resolved issues under the issue description. 

	$time allotted$
	Review Open Action Items:


Assignees address status of each open action item.  Minutes are entered in the Action column. Update changed Date Due by striking out the old date and entering a new date below the strikeout. Change the Status as needed.  Sort by Date Due and Status.  The Item # is the Numbered List function. Delete the page break following this paragraph.
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