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NOTES:

Meeting minutes are used to outline what you spoke about and keep a record of what happened and what was said during a meeting. All your meeting minutes form part of the contract documents.

Please use this example and template at your own risk.
 
HOW TO USE THIS TEMPLATE:

You would use this template after each meeting you have with your client, the builder or anyone associated with a project.

It is important to send the meeting minutes to all the attendees as promptly as possible as someone might want to add something to the minutes, or you might have made a mistake that needs correcting. If you are the project manager of the project, you will be expected to run the meeting and distribute the meeting minutes.

















	Interior Design Project Meeting Minutes


	PROJECT:
	xxxx 

	ATTENDEES:
	xxxx

	APOLOGIES:  
	xxxx

	DISTRIBUTION:
	xxxx

	ISSUE DATE:
	xxxx


	Item
	Description
	Action

	1
	Project Team
	

	
	
	

	2
	Design Feedback
	

	
	
	

	3
	Contract
	

	
	
	

	4
	Approvals
	

	
	
	

	5
	Contractor/Builder’s Matters
	

	
	
	

	6
	Budget
	

	
	
	

	7
	Project Timeline
	

	
	
	

	8
	Other Consultants 
	

	
	
	

	9
	Health & Safety 
	

	
	
	

	10
	Any Other Business
	

	
	
	

	11
	Time Estimate For Deliverables
	

	
	
	

	12
	Next Meeting Date And Time
	

	
	
	




