Meeting Minutes Template
Date: [Insert date of the meeting]
Time: [Insert time of the meeting]
Location: [Insert location of the meeting]
Attendees:
· [Insert name of attendee 1]
· [Insert name of attendee 2]
· [Insert name of attendee 3]
· …
Agenda:
1. [Insert agenda item 1]
2. [Insert agenda item 2]
3. [Insert agenda item 3]
4. …
Discussion:
[Insert summary of the discussion]
Decisions:
[Insert decisions made during the meeting]
Next Steps & Action Items:
	Task 
	Assigned To
	Deadline

	[Insert task 1]
	[Insert name of person responsible]
	[Insert deadline date]

	[Insert task 2]
	[Insert name of person responsible]
	[Insert deadline date]

	[Insert task 3]
	[Insert name of person responsible]
	[Insert deadline date]

	
	
	



Date of next meeting: 
[Insert details]
	
	
	

	
	
	

	
	
	

	
	
	



