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	Minutes of Meeting
	Project Name

	Meeting type :
	Date :
	Location :

	TEstCase/Design Review, Etc
	Date
	India/US/UK/Etc

	Drafted by :
	Drafted On:
	Attendees :
	Copy of minutes to :

	Name of person drafting this MOM
	Drafted on Date
	· Attendee1
· Attendee2
· Attendee3
· Attendee4
· Attendee5
· Attendee6
	· Resource1
· Resource2

· Resource3

· Resource4

· Resource5

· Resource6

· Resource7

· Resource8

· Resource9

· Resource10

	Validated by:
	Validated On:
	
	

	Name of person Validating this MOM
	Date validated on
	
	

	
	
	

	NOTE:-Minutes of the meeting are considered accepted if there is no response within xxx days.

	Agenda:

Time

Topic

Owner

14:00 – 15:00 GMT
Topic 1
Resource1
15:00-15:30 GMT
Topic 2
Resource2



1. Schedule of next meeting

Next Schedule
2. Meeting Objectives

· TEstCase/Design Review, Etc with the xxxxx group

3. Discussions And Issues

	Ref.
	Task
	Description
	Resp.
	Date(s)
	Status / Comment

	1. 
	Action
	Description1
	Resource1
	Date1
	

	2. 
	Action
	Description2
	Resource2
	Date2
	

	3. 
	Discussion/ Action
	Description3
	Resource1
	Date1
	

	4. 
	Discussion/ Action
	Description4
	Resource3
	Date1
	

	5. 
	Discussion
	Description5
	Resource1
	Date2
	

	6. 
	Discussion
	Description6
	Resource4
	Date2
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