
Post-Contract Review Meeting Minutes 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

Attendees: 

• [Name, Title] 

• [Name, Title] 

• [Name, Title] 

• [Name, Title] 

Agenda: 

1. Introduction 

2. Review of Contract Objectives 

3. Performance Evaluation 

4. Lessons Learned 

5. Next Steps 

Minutes: 

1. Introduction 

[Summary of the introduction discussion] 

2. Review of Contract Objectives 

[Summary of contract objectives and outcomes] 

3. Performance Evaluation 

[Discussion on performance metrics and evaluations] 

4. Lessons Learned 

[Key lessons learned during the project] 

5. Next Steps 

[Action items and responsibilities] 



Action Items: 

• [Action Item 1 - Responsible Person] 

• [Action Item 2 - Responsible Person] 

Meeting Adjourned at: [Insert Time] 

Minutes Prepared by: [Your Name, Title] 


