MINUTES OF MEETING
[Meeting title]
	Date
	[DD-MM-YYYY]
	Time
	[from – to]

	Venue / link
	[ ]
	Called by / chair
	[ ]

	Minutes by
	[ ]
	Next meeting
	[DD-MM-YYYY]



Attendees
[Name (role)], [Name (role)], [Name (role)]
Apologies (absent)
[Name], [Name]
Agenda, discussion and decisions
	#
	Agenda item
	Discussion (key points)
	Decision

	1
	Review of previous action items
	[ ]
	[ ]

	2
	[Agenda item]
	[ ]
	[ ]

	3
	[Agenda item]
	[ ]
	[ ]

	
	
	
	

	
	
	
	



Action items
	#
	Action
	Owner
	Due date
	Status

	1
	[What exactly will be done]
	[One person]
	[DD-MM-YYYY]
	Open

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Any other business
[ ]
Minutes approved by: ____________________     Date: ____________
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