

[Insert Department/Project Logo]		[Insert Department Name]
[Insert Project Name]
[This template contains limited instructions for properly completing this document. The following table contains the template style conventions and should be deleted during development.]
	Style
	Convention

	Normal text
	Indicates placeholder text that can be used for any project.

	[Instructional text in brackets]
	Indicates text that is be replaced/edited/deleted by the user]



Project Sample Library:
[bookmark: _Toc448929956][bookmark: _Toc448933968][bookmark: _Toc449101057]The CA-PMF has a Project Sample Library that contains real-world project artifacts from approved projects that you can reference to help you complete CA-PMF templates. Visit the CA-PMF website to access the Project Sample Library.

Meeting Agenda and Minutes
[bookmark: _Toc448929957][bookmark: _Toc448933969]
[Insert Meeting Title]
Date: [Day, Month Date, Year]			Location: [Address or Building and Floor of Meeting]
Time: [Start – End time]				Room: [Room name or number]

Conference Call Information:
[Meeting phone number, ID number, password and/or web link]

Meeting Objective/Purpose: [Insert overall objective(s)/goals of meeting]
Additional Resources: [Identify material distributed for review or other sources of information that will be useful in support of the meeting objective] 
Facilitator: [Insert name]
Meeting Attendees:
	Name
	Organization/Title/Contractor/Team
	Attendance

	[Insert Name of Each Invitee]
	[Insert organization, office and/ or name of project team/role the attendee represents]
	[Enter “Y” for yes and “N” or no]

	
	
	

	
	
	

	
	
	



	Agenda Items

	Item #
	Topic
	Owner/Presenter
	Scheduled Time
	Notes

	[Insert number]
	[Insert name of agenda item topic/subject]
	[Insert name]
	[Insert scheduled beginning and end time for agenda item]
	[Insert any notes captured during the meeting, including decisions made]

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Action Items

	Item #
	Description
	Date Assigned
	Owner
	Target Completion Date/Completion Date 
	Status

	[Insert no.]
	[Insert brief name/description of action item]
	[Insert Date the action item was identified/ assigned]
	[Insert the name of the person assigned to complete the action item]
	[Insert completion/
completion target date]
	[State whether it is open or closed]

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	Schedule of Future Meetings (Subject to Change)

	Date
	Time 
	Location 
	Tentative Goal/Objectives

	[Insert date of scheduled meeting = xx/xx/xxxx]
	[Insert time of schedule meeting]
	[Insert expected location and/or room of scheduled meeting]
	[List the goals/objects tentatively planned for the scheduled meeting]
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