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Meeting Insights, Action Items, and Decisions

See How to Make Meetings Work, by Michael Doyle and David Straus for tips on running great meetings.
http://www.amazon.com/exec/obidos/tg/detail/-/0515090484/qid=1126793161/sr=8-1/ref=pd_bbs_1/102-7994389-6513702?v=glance&s=books&n=507846
	Date: 01/27/2010
	Time: 12:00 pm
	Location: Conference Rm B

	Subject/Meeting Title: Project Management COP


This document is a companion to the Meeting Agenda Template.

Action Items
	Item
	Responsible Person
	Due Date

	Identify common traits that go into most status reports. (review those that were discussed during the meeting)
	Status Report sub-committee 
	Next meeting

	Make list of templates that we need to create.
	Status Report sub-committee
	Next meeting

	Develop Master Template.
	Status Report sub-committee
	Next meeting

	
	
	

	
	
	

	
	
	

	
	
	


Key Insights

	#
	Insight

	1
	Many in today’s meeting liked the “unplanned activities” section of one of the reports. 

	2
	SEC format lays out the typical fields you would need on a status reporting template.

	3
	Risk Table can identify risks with colors that immediately indicate when there is trouble.

	4
	Need to look at existing template to see if we should use those, or if there are things on them that need to be included in the status reports that everyone sends out.

	
	

	
	


Decisions

	#
	Decision

	1
	A sub-committee was formed in order to identify and create standard status reports. Members: Cindy, Jim, Augie, DeShera
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