Minutes of Meeting

A record of a meeting, its decisions and the actions agreed. Template v1.0.
Organisation:

Meeting:

Date:

Time:

Place:

1. Attendance

Present:

Apologies or absent:

Quorum:

2. Agenda and discussion

3. Decisions

The meeting decided:
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4. Actions

Action, owner and due date:

5. Next meeting

Date, time and place:

6. Signatures

The Chair signs these minutes as a true record of the meeting. The Secretary or minute taker signs to
confirm that they prepared them.

Chair Secretary or minute taker
Signature Signature

Name Name

Date Date
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