




		DATA ITEM DESCRIPTION

	1. TITLE  CONFERENCE MINUTES  
     
	2.  IDENTIFICATION NUMBER
 DI-MGMT-008

	2. DESCRIPTION/PURPOSE

3.1 Minutes provide documentation of technical information and data required to record joint Government/contractor decisions and agreements reached during conferences, formal reviews, inspections, or audits.
	4.  APPROVAL DATE


	
	5.  RESPONSIBLE OFFICE
         

	
	6.  REFERENCE


	7.  APPLICATION/INTERRELATIONSHIP

7.1 This data item Description (DID) contains format and preparation instructions for the Conference Minutes.
 
    

	10.  PREPARATION INSTRUCTIONS

10.1 Conference Minutes.  Minutes of each conference shall be prepared in contractor format and shall include, as a minimum, the following:

a. A title page containing the following:

1.  Title – type of meeting and date.
2. Identification of system/equipment, training courses, contract number, etc.
3. Space for signatures of designated representatives of the contractor and procuring activity.
4. [bookmark: _GoBack]The name of the contractor and address to which the procuring activity should send acknowledgements of receipt/comments.

b.  The purpose of the conference.

c. The conference location.

d. A summary of the discussions, decisions, agreements reached, and directions of the conference of individual subcommittees thereof.

e. A list of attendees by name, rank/rate/grade, or position, activity represented, activity code, phone number, and FAX number, as appropriate. 
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