MEETING MINUTES


Meeting Details
Meeting Title: ________________________________________________________________
Location: ____________________________________________________________________
Time Started: ________________________________________________________________
Time Ended: __________________________________________________________________
Facilitator/Chairperson: ______________________________________________________
Minute Taker: ________________________________________________________________
Attendees:
1. ___________________________________________________________________________
2. ___________________________________________________________________________
3. ___________________________________________________________________________
4. ___________________________________________________________________________
5. ___________________________________________________________________________
Additional Attendees:
______________________________________________________________________________


Agenda
1. _____________________________________________________________________________
2. _____________________________________________________________________________
3. _____________________________________________________________________________
4. _____________________________________________________________________________
5. _____________________________________________________________________________


Discussion and Decisions
	Agenda Item
	Discussion Summary
	Decisions/Action Items

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	




Action Items
	Action Item
	Responsible Person
	Due Date
	Status

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Old Business
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________


New Business
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________


Announcements
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________


Next Meeting
Date: ___________________________________________________________________________
Time: ___________________________________________________________________________
Location: ______________________________________________________________________


Adjournment
Time adjourned: _________________________________________________________________



	Facilitator/Chairperson
	Minute Taker

	

Signature: _________________________
	

Signature: _________________________




Original source of this document:
https://docs-worklife.com/meeting-minutes-template/
Did you find this template helpful?
Find more updated templates at:
https://docs-worklife.com
This template is intended exclusively for personal, non-commercial use.
If distributed or published, the source must be mentioned. © docs-worklife.com




