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Our ideal selves keep our desks organized, meet or 
exceed deadlines, and answer every email. In the 
real world, however, few of us consistently and 

simultaneously achieve these goals. Taking and distributing 
meeting minutes is one such goal that often falls by the way-
side. Perhaps it is unrealistic to compile minutes for every 
meeting on your calendar, but you should consider taking 
and distributing minutes for any project team meeting. This 
article provides a format for meeting minutes that eliminates 
�W�K�H���V�K�R�U�W�F�R�P�L�Q�J�V���D�Q�G���L�Q�F�U�H�D�V�H�V���W�K�H���E�H�Q�H�¿�W�V���R�I���P�L�Q�X�W�H�V����
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 Minutes are important to project team meetings because 
the project scope is often generated during these discussions, 
and the best way to document it is through minutes. Projects 
�R�I���D�O�O���V�L�]�H�V���F�D�Q���E�H�Q�H�¿�W���I�U�R�P���P�L�Q�X�W�H�V�����E�X�W���W�K�H�\���D�U�H���H�V�S�H�F�L�D�O�O�\��
important for large projects — some large-project team 
meetings generate eight or nine pages of minutes. When a 
scope is that complicated, documentation is imperative. 
 The project manager needs to make sure the scope is 
complete, documented, and communicated, which may 
involve meeting with appropriate experts. The scope informs 
your overall responsibility, which is to ensure that the project 
achieves the intended goal and that it is completed correctly, 
on time, and under budget. Accurate minutes can help you 
accomplish these goals. 

 I was the project manager responsible for a large project 
involving the design and construction of a new process 
building that included new controls, raw material handling 
equipment, two large roll dryers, packaging equipment, and 
�V�X�S�S�R�U�W���H�T�X�L�S�P�H�Q�W�����$�O�W�K�R�X�J�K���W�K�L�V���Z�D�V���D���K�L�J�K���S�U�R�¿�O�H���D�V�V�L�J�Q-
ment, I received it verbally from my manager. He said that 
he wanted to add a second roll dryer and build a new facility 
to take advantage of lessons learned about the process. 
 I formalized the verbal directive by forming a project 
team and scheduling meetings to develop the scope. Over 
the course of the many project team meetings, the scope 
changed dramatically. Originally, the new building was to be 
placed on the east side of the existing packaging warehouse 
and an existing railroad spur. That would have required the 
�¿�Q�L�V�K�H�G���S�U�R�G�X�F�W���W�R���E�H���F�R�Q�Y�H�\�H�G���D�E�R�X�W�����������I�W���W�R���W�K�H���S�D�F�N�D�J-
ing warehouse, where it would be packed by new equip-
ment, and the new process building would have needed a 
�Q�H�Z���F�R�Q�W�U�R�O���U�R�R�P�����7�K�H���¿�Q�D�O���V�F�R�S�H���O�R�F�D�W�H�G���W�K�H���Q�H�Z���S�U�R�F�H�V�V��
building just a few feet west of the packaging warehouse, 
which eliminated the long transfer line and allowed the 
packaging warehouse’s control room to control the new 
process building. 
 Clearly documenting these changes and the rest of  
the scope was imperative. The scope lays the foundation 
of a project, and it is vital that it be documented and  
communicated. Inherent in the scope of a project is its  
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