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L4 - Engineering Design Project (M4X01160)
Meeting Minutes




Group
[e.g. IMechE Black or EWB Blue]
Date, time & location of meeting
[bookmark: _GoBack][Add your text here.]
Attendees
[List the names of those present at the meeting].
Members not in attendance
[List the names of the group members not in attendance. As a norm, all members should be in attendance at each meeting.]
Matters arising from previous minutes
[Detail any unresolved issues which came up in the previous meetings which need to be discussed/resolved before moving forwards? These issues would have usually been mentioned in the unfinished business section of the previous minutes]
Reports and updates
[List the actions which were agreed in the previous meeting and note/comment on the progress made against these – these should be initialled to show who is responsible for delivering what.
Detail anything else which you discussed in the meeting.]
New business
[List any new actions here along with initials of the person/s responsible for delivering and the agreed completion date.]
Unfinished business
[Add any unresolved issues which will need to be picked up in the next meeting.]
Progress against timing plan
[Check your timing plan / project plan and comment on your progress]. If you are significantly ahead or behind your schedule, you may want to comment on what actions or amendments will be taken in order to redress any issues.]
Date/Time & location of next meeting
[Add your text here.]
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