Meeting Minutes
Meeting: [Meeting name / purpose]
Date: [Date]   Time: [Start] – [End]
Location / call link: [Where]
Facilitator: [Name]   Minute-taker: [Name]
Attendees
Present: [Names]
Apologies: [Names]
Agenda
1. [Agenda item]
2. [Agenda item]
3. [Agenda item]
1. [Agenda item]
1. Discussion: [Two or three lines on what was covered]
1. Decision: [What was agreed, or "No decision"]
2. [Agenda item]
1. Discussion: [Two or three lines on what was covered]
1. Decision: [What was agreed, or "No decision"]
3. [Agenda item]
1. Discussion: [Two or three lines on what was covered]
1. Decision: [What was agreed, or "No decision"]
Action items
	Action
	Owner
	Due
	Status

	[Task]
	[Name]
	[Date]
	Open

	[Task]
	[Name]
	[Date]
	Open

	[Task]
	[Name]
	[Date]
	Open



Open questions
1. [Question still to resolve] — [Who will resolve it]
Next meeting
[Date, time, location]
