
DATA ITEM DESCRIPTION

Title:  Meeting Minutes
Number:  FAA-PM-006



Approval Date:  
AMSC Number: 




Limitation:  N/A
DTIC Applicable:




GIDEP Applicable:  N/A
Office of Primary Responsibility:

Applicable Forms: N/A
Use/relationship
Meeting minutes provide documentation of technical information provided and decisions and agreements reached at meetings, meetings, reviews, and audits.
This data item description (DID) contains the format and content preparation instructions for the data product generated by the specific and discrete task requirement as delineated in the contract.
Requirements: 

Format:  Contractor format is acceptable.

Contact:  The minutes shall include at least the following information:



a.
Type of meeting and date.



b.
Identification of the acquisition, with contract number.



c.
Contractor name and address.



d.
Meeting purpose and objective.



e.
Meeting location.


f.
Summary of discussion, decisions, agreements reached, and directions of the meeting or individual subcommittees.


g.
A list of attendees with name, organization, telephone number, Internet address, E-Mail address, and facsimile number.


h.
Actions items resulting from the meeting.

i. Copies of all handouts, viewgraphs, and other presentation materials from the meeting.
End of FAA-PM-006

