MEETING MINUTES
Fill in the blanks with the details of your meeting. The grey texts are guides: delete them when you finish.
	Date
	

	Start and end time
	

	Place or platform
	

	Called by
	

	Minutes taken by
	



1. Participants
Everyone present. Also note who sent apologies.
	Name
	Position
	Department or organization

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



2. Agenda
The topics, in the order they were discussed.
	1.
	

	2.
	

	3.
	

	4.
	



3. Discussion
One paragraph per topic: what was raised, which options were discussed and where it was left.
	



4. Decisions
Each decision, written so it makes sense to someone who wasn’t there.
	1.
	

	2.
	

	3.
	



5. Action items
One row per task, with a single owner and a specific date.
	Task
	Owner
	Due

	
	
	

	
	
	

	
	
	

	
	
	



6. Open issues
What was left unresolved and when it will be picked up.
	




	Chair
	
	Minute taker



Template by Omega Writer. Want it filled in for you from the recording? omegawriter.app/en
