Minutes of meeting
Send the minutes within a day. Decisions and actions first matter more than a full record of the discussion.
	Meeting
	

	Date and time
	

	Place or link
	

	Chaired by
	

	Minutes by
	

	Present
	

	Apologies
	



Agenda
List the items in the order they were taken.
	

	

	

	



Discussion
	Item
	Summary

	
	

	
	

	
	

	
	



Decisions
	Decision
	Agreed by
	When

	
	
	

	
	
	

	
	
	

	
	
	



Action items
	Action
	Owner
	Due

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Next meeting
	Date, time and place
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