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MEETING MINUTES

Meeting Information
	Field
	Details

	Meeting Title
	[Meeting Name]

	Date & Time
	[DD-MMM-YYYY, HH:MM - HH:MM]

	Location
	[Room / Teams Link]

	Facilitator
	[Name]

	Note Taker
	[Name]



Attendees
	Name
	Role
	Attendance

	[Name]
	[Role]
	Present

	
	
	Present

	
	
	Absent



Agenda Items & Discussion
	#
	Agenda Item
	Discussion Summary

	1
	[Agenda item]
	[Key points discussed]

	2
	
	

	3
	
	



Decisions Made
	#
	Decision
	Decided By

	1
	[Decision description]
	[Name/Group]

	2
	
	



Action Items
	#
	Action Item
	Owner
	Due Date

	1
	[Action description]
	[Name]
	[Date]

	2
	
	
	

	3
	
	
	



Next Meeting
	Field
	Details

	Date & Time
	[DD-MMM-YYYY, HH:MM]

	Agenda Items
	[Preliminary agenda]
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