17. Project and programme management
Worksheet 3: Taking the minutes (learner)
1. If you are working on a project as part of this module, run a team meeting for the project. 

If you are not currently working on a project, use the example from Worksheet 1 (designing a storage system). Meet to discuss how you would take this project forward.

· Before you start the meeting, agree four agenda points to discuss (this might cover anything you need to agree or update the team about – progress, materials, design, budget, timeline). One team member should circulate the finalised agenda and the meeting time and place (or video-call details) prior to the meeting.
· Nominate a team member to take notes in the meeting. Nominate one team member to lead the meeting by announcing the agenda points and keeping the discussion focused.
· Hold the meeting at the agreed time and place. Meet to discuss the agenda points, agree the action points and agree your next meeting date. Try to keep your meeting to time.
· The notetaker should circulate their notes to the team. 
· Each team member should complete the meeting minutes form below.

	
	

	Date of meeting
	

	Title of meeting
	

	Location of meeting
	

	Present
	

	Absent
	

	
	

	Minutes of the last meeting
	

	Actions arising
	

	Agenda item 1
	

	Agenda item 2
	

	Agenda item 3
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	Agenda item 4
	

	AOB
	

	Date of next meeting
	



When you have run the meeting and written your minutes, answer these questions.

2. Why is it important to take notes at a project meeting?







3. What is the purpose of having an agenda for a project meeting?







4. Describe what an action point should contain. Give an example of a well written action point.
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