
Minutes of the Project Stakeholder Meeting 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

Attendees: 

• [Attendee Name 1] 

• [Attendee Name 2] 

• [Attendee Name 3] 

• [Attendee Name 4] 

Agenda: 

1. [Agenda Item 1] 

2. [Agenda Item 2] 

3. [Agenda Item 3] 

Discussion Points: 

[Summary of discussion point 1] 

[Summary of discussion point 2] 

[Summary of discussion point 3] 

Action Items: 

• [Action Item 1] - [Responsible Person] - [Due Date] 

• [Action Item 2] - [Responsible Person] - [Due Date] 

• [Action Item 3] - [Responsible Person] - [Due Date] 

Next Meeting: 

Date: [Insert Next Meeting Date] 

Time: [Insert Next Meeting Time] 

Location: [Insert Next Meeting Location] 



Thank you, 

[Your Name] 

[Your Position] 


