Project name



Memo

org. no. / yr
 1(1)




23.1.2008  

Name of meeting
Time

Day, date and time
Place

Precise location
Attendees

List first names, surnames and job titles of the attendees
The memo must include issues appropriate to the implementation of the project.
1 Review of the situation (Short description of what has been done by each person)

· results
· use of resources
· time keeping, on schedule?
· problems that have arisen
2 Project continuation plan (Short description of what will be done by each person)

· Deviations from the project plan

· Possible problems
3 Matters arising


· Record all other matters that arose during the meeting
Appendices

Interim report

other
