MINUTES
Meeting:	(Name of Meeting)
Date:		January 31, 2019
Time: 		3:00 am – 4:00 pm
Location: 	Boardroom A
Attendees:	Wayne G., Serena W., Lebron J., Hayley W., Cassie C. 
Regrets: 	Terrell O.
Facilitator:	Chris B.
Note taker:	Justin T.
	Start Time
	Item
	Owner

	11:00 am	Comment by Chris Bergen: Start time indicates when discussion of this topic began. No need to put the end time, because it is redundant, since we know that it ended when the following item began.
	Welcome and Territorial Acknowledgements
We acknowledged and thanked (the First Nations on whose lands you are meeting) for allowing us to live, work and play on their traditional lands.
	Chris B.

	11:20 am
	Report on Project X	Comment by Chris Bergen: This is an example of the level of detail you should use. Refrain from contextual information such as ‘Fred said x…’ or ‘there was debate about x…’
· Project charter complete and approved by executive.
· Serena will assemble the project team and have an initial meeting by February 7th. 
· Serena will provide an update at next team meeting.
	Serena W.

	11:30 am
	Topic 1
· High-level notes
· Etc…
	Hayley W.

	11:40 am
	Topic 2
· High-level notes
· Etc…
	Lebron J.

	11:45 am
	Roundtable
· High-level notes
· Etc…
	All

	12:00 pm
	Adjourned
	Chris B.




Meeting Ground Rules	Comment by Chris Bergen: Include the groups meeting ground rules here. The group needs to set these together, and the rules will carry over into all recurrences of this meeting. For guidance, visit: https://blog.lucidmeetings.com/blog/using-ground-rules-improve-engagement-excellent-team-meetings
· Put cellphones on silent mode during the meeting.
· Each team member comes prepared with a topic for the roundtable.
· Etc..
Parking Lot
· Clarification on project management team composition for future projects eg how do we select project team members?	Comment by Chris Bergen: When discussing a topic, a related topic of interest may come up that merits discussion. To respect people’s time and cover the agenda, you may not be able to discuss it right at that moment. Add it to your parking lot. If you are left with enough time to have this discussion at the end, then go ahead. If not, include the topic on a future agenda.
· Etc…
Items for Follow-Up:
· Progress Report on Project X | Serena W. | Due: Next Meeting – Feb 7 2019	Comment by Chris Bergen: When a task gets assigned, add it here so that you can easily follow up at the next meeting. The note-taker should add new items as they come up in the meeting so that they can easily copy/paste them into the meeting minutes afterwards.

· Follow-up item #2 | (who is responsible) | Due: (Date)
· Etc…
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