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Notes

Use meeting minutes form to record key 
decisions:
 � Review for accuracy and completeness

 � Advise writer of any discrepancies and 
review subsequent amendments

 � Distribute to all parties attending, at 
a minimum to client, contractor and 
consultants

Architect and 
consultants

Data management applications 
allow significant automation of 
meeting minute functions, for 
example, allowing individual 
meeting action items to 
be assigned and tracked 
independently of the meeting 
minutes, then re-aggregated as 
updated meeting minutes for the 
next meeting.


