Meeting Minutes
	Meeting
	

	Date
	

	Time
	

	Location (or video platform)
	

	Chair
	

	Minutes taken by
	

	Present
	

	Absent
	



1. Opening
[Time the meeting started and any welcome or purpose statement.]

2. Approval of previous minutes
[Date of the minutes approved and any corrections.]

3. Updates
[Short reports or announcements that need no decision.]

4. Agenda item
[One block per item. Repeat as needed.]
Summary of discussion:
Decision:
Action — who — by when:

5. Any other business
[Items raised that weren’t on the agenda.]

6. Next meeting
[Date, time and location.]

7. Close
[Time the meeting ended.]

Action items
	No.
	Action
	Owner
	Due
	Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Decisions
	No.
	Decision
	Agenda item
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