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Instructional Notes:  
Use this template to collect key terms, acronyms, or “project speak” heard during meetings along with their description.  Having a glossary will ensure that project team members and those outside of the project understand the meaning of the term and apply it consistently when interpreting project documentation.

There are several options for populating this template:

· For face-to-face meetings, you can capture glossary terms and definitions on flipcharts posted in the room and then populate the template post meeting.
· For virtual meetings where a web-tool is being used, you can have the template open and minimized.  When new items are heard that should be added to the template, maximize the template and populate it real-time so everyone can see what is being captured.  

· Print the template and you as the PMF or another team member handwrite the terms and descriptions heard during the meeting.  Then, transcribe the handwritten notes into the template post meeting.

Prior to the each meeting, think through which method of capturing glossary terms will work best as you are planning the meeting you will be facilitating.    The table should be updated each meeting, and added as an appendix to the appropriate project deliverables for easy reference.  
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