Minutes Template
Day, Date

Minutes of Meeting
Day, Date
Start Time – End Time

Attendees
Name of each attendee (Followed by initials)

Apologies can be included in this section.
Agenda

Reproduce agreed and circulated agenda here, with the items numbered to correspond with the minutes below.

1. Agenda Item 1 – Revisited Item
Describe the report on the item here.  This would typically begin with a summation of developments around the item since the previous meeting by the attendee responsible for the action points raised, followed by questions from other attendees.

Confirm whether it was agreed to close the item, or list the action points attributed to individual attendees here.

2. Agenda Item 2 – New Item
Describe the discussion around the item here.  This would typically begin with an introduction by the attendee proposing the item for discussion, followed by questions from other attendees.

List the action points attributed to individual attendees here.

3. Agenda Item 3 – Procedural Item
With procedural items, it is typical to confirm only actions agreed, closed or noted by attendees.

4. Agenda Item 4 – Summary
At the close of the meeting, the meeting’s chairperson should summarise the key decisions and actions for the attendees’ benefit.  This summary can also be used to communicate quickly with other parties in advance of the full minutes.
I approve these minutes as an accurate of the meeting above.

Signed by ______________________________ (Chairperson)
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