
DATE: ______________________________ 

MEETING LOG 

PRODUCTION NAME: _________________________________________________________________ 

CREW MEMBERS: (List name and position) 

1. __________________________________________ PRESENT __________________

2. __________________________________________ PRESENT __________________

3. __________________________________________ PRESENT __________________

4. __________________________________________ PRESENT __________________

5. __________________________________________ PRESENT __________________

6. __________________________________________ PRESENT __________________

PERSON WRITING THIS LOG: ____________________________________________________ 

Copy and distribute meeting minutes immediately following meeting:  Original to Production Binder, 
electronically copy faculty and each crewmember.  

Specific tasks and goals set: (list reasons for meeting) 

Responsibilities and follow up: (when, and by whom – details) 
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