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[Meeting Name] Minutes
Date: [Day, Month Day, Year]
Time: [Start time] to [End time]
Location: [Room, Building] or [Online platform]
Facilitator: [Name]
Minutes recorded by: [Name]
Attendance
Present
1. [Name, role]
1. [Name, role]
1. [Name, role]
Absent
1. [Name, role]
Guests
1. [Name, organization]
Approval of Previous Minutes
[Minutes from the [date] meeting were approved as written / approved with the following corrections: ...]
Discussion Summary
[Agenda item 1]
[Summarize the discussion in plain language: what was presented, main points raised, and any concerns. Write full sentences rather than fragments so the summary makes sense on its own.]
[Agenda item 2]
[Summary]
Decisions Made
1. [Decision, including any vote count if applicable]
1. [Decision]
Action Items
Table 1. Action items assigned during the meeting
	Action item
	Owner
	Due date
	Status

	[Action]
	[Name]
	[Date]
	Not started

	[Action]
	[Name]
	[Date]
	Not started



Next Meeting
Date and time: [Day, Month Day, Year, Time]
Location: [Room or online]
Adjourned at: [Time]
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