Meeting Minutes

Meeting [Meeting title]

Date & time [DD Month YYYY, HH:MM]
Location [Room / video link]
Facilitator [Name]

Note taker [Name]

Attendees

[Name, role]

[Name, role]

Agenda

1. [Topic one]
2. [Topic two]
3. [Topic three]

Discussion & decisions

[Summarise key points and the decisions made for each agenda item.]

Action items

Action Owner Due date
[Action] [Name] [Date]
[Action] [Name] [Date]
[Action] [Name] [Date]

Next meeting

[Date, time and location]




