MINUTES OF MEETING
Project: __________________________________________________
Meeting Title: __________________________________________________
Date & Time: __________________________________________________
Venue / Link: __________________________________________________
Chaired By: __________________________________________________
Minutes By: __________________________________________________
Attendees
	Name
	Organisation / Role
	Present / Absent

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Agenda & Discussion
	Item
	Discussion Summary

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Actions
	#
	Action
	Owner
	Due Date
	Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Decisions
	#
	Decision
	Decided By

	
	
	

	
	
	

	
	
	

	
	
	



Next meeting: ____________________




