
	DATA ITEM DESCRIPTION

	1.  TITLE

MEETING MINUTES
	2.  IDENTIFICATION NUMBER

FAA-CDLS-S006

	3.  DESCRIPTION/PURPOSE

Meeting Minutes are the official record of proceedings reported as a result of a meeting.  The purpose of Meeting Minutes is to provide a vehicle to report activities, accomplishments, issues, problems, risks, actions, status, etc., for in-service depot repair programs managed and administered by the Contractor.   

	4.  APPROVAL DATE

10 Working Days After Receipt of Minutes
	5. OFFICE OF PRIMARY RESPONSIBILITY (OPR)


	6a. 
	6b



	7.  APPLICATION/INTERRELATIONSHIP

Information requested in this DID may not be applicable to all programs. 

	8. 
	9a. 
	9b. 



	10.  PREPARATION INSTRUCTIONS

10.1 The Contractor shall prepare Minutes for Meetings.

10.2  Minutes shall address salient points of discussion recorded during meetings and include, but not be limited to, the following information:

a. Attendees with their email addresses

b. Program Status

c. Scheduling Information

d. Problems

e. Problem Resolutions

f. Risks

g. Financial Data

h. Personnel Resource Allocation

i. Action item Status





