MEETING MINUTES
Functional DocStudio template preview

	Project / workspace
	Project Alpha
	Date
	2026-05-07

	Meeting title
	Weekly coordination meeting
	Time
	10:00-11:00

	Chair
	Project Manager
	Minute taker
	Project Coordinator

	Location / link
	Online / Meeting room 1
	Next meeting
	2026-05-14



Purpose
Record discussion, decisions, owners, due dates, and evidence references so meeting follow-up can continue after the minutes are issued.
Agenda and Discussion
	No.
	Agenda item
	Discussion summary
	Outcome

	1
	Previous action review
	Open actions and blockers were checked.
	Escalate blocked items before next meeting.

	2
	Current priorities
	Key dependencies and required decisions were reviewed.
	Owners confirmed.

	3
	Next steps
	Due dates and required evidence were agreed.
	Action register updated.



Decisions
	Decision ID
	Decision
	Owner / authority
	Evidence / reference

	D-001
	Each deliverable package must show one approval owner.
	Chair
	Link to approval record.

	D-002
	
	
	



Action Register
	Action ID
	Action
	Owner
	Due date
	Status

	A-001
	Close blocked actions or escalate them.
	Project Manager
	2026-05-10
	In progress

	A-002
	Assign approval owner for each deliverable package.
	Discipline Lead
	2026-05-14
	Open

	A-003
	
	
	
	



Approval / Distribution
	Prepared by
	Project Coordinator
	Reviewed by
	Project Manager

	Distribution
	Attendees and required stakeholders
	
	







