
Agenda & Minutes

Georgia Technology Authority
[Insert Project Name]

Date : 
Time: 
LOCATION: 

Agenda 
	PURPOSE: 


	INVITED:  


	Host: 


	FACILITATOR: 




	NUMBER
	TIME
	TOPIC
	OBJECTIVE (S)
	RESPONSIBLE

	1. 
	
	
	· 
	

	2. 
	
	
	· 
	

	3. 
	
	
	· 
	



Minutes
	ATTENDING: 




	DISCUSSION

	Topic
	

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	




	KEY DECISIONS

	Number
	DECISION
	OWNER

	1. 
	
	

	2. 
	
	




	ACTION ITEMS

	Number
	ITEM
	OWNER

	1. 
	
	

	2. 
	
	

	3. 
	
	



	ISSUES/ RISKS

	Number
	ISSUE STATEMENT
	OWNER

	1. 
	
	



	[bookmark: _GoBack]NEXT MEETING

	NUMBER
	TOPIC
	RESPONSIBLE

	1. 
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