MEETING MINUTES
MEETING MINUTES		[Your Name]
		[Recipient Organisation]
	Meeting: [Meeting Title]
	Client: [Recipient Organisation]

	[Date]
	Project: [Project Name, optional]

	Time: [Start and finish time]
	Location: [Venue or Teams]

	Prepared by: [Your Name]
	



Attendees
	Name
	Organisation
	Role

	[Name]
	[Organisation]
	[Role]

	[Name]
	[Organisation]
	[Role]

	[Name]
	[Organisation]
	[Role]



Apologies: [Names, or None]
Purpose
[The reason for the meeting.]
Discussion
[Agenda Item]
[Summary of the discussion.]
[Agenda Item]
[Summary of the discussion.]
Decisions
[Decisions made at the meeting.]
Actions
	No.
	Action
	Owner
	Due Date

	1
	[Action]
	[Name]
	[Date]

	2
	[Action]
	[Name]
	[Date]

	3
	[Action]
	[Name]
	[Date]



Next Meeting
[Date, time and location.]





	10
