Meeting Minutes
	Meeting title
	

	Organisation(s)
	

	Date
	

	Time (start and finish)
	

	Location (or video platform)
	

	Chair
	

	Minutes taken by
	

	Attendees (name, organisation, role)
	

	Apologies
	

	Distribution
	



1. Purpose of the meeting
[One or two sentences. What the meeting was called to achieve.]

2. Review of previous minutes and actions
[Confirm the previous minutes are accepted, and go through the open actions: done, in progress, overdue.]

3. Agenda item
[Repeat this block for each item. Summarise the discussion in a few lines, then state the decision and the action separately.]
Discussion:
Decision:
Action (what, who, by when):

4. Agenda item
Discussion:
Decision:
Action (what, who, by when):

5. Agenda item
Discussion:
Decision:
Action (what, who, by when):

6. Any other business
[Items raised that were not on the agenda. Record them with the same discussion, decision and action lines, or that they were deferred to the next meeting.]

7. Summary of decisions
[List every decision from the meeting in one place, so nobody has to read the whole document to find them.]

8. Next meeting
[Date, time, location and any items already agreed for the agenda.]

Circulation
Draft circulated on:
Comments by:
Final version issued on:

Action items
	No.
	Action
	Owner
	Due
	Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Decisions
	No.
	Decision
	Agenda item
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