🧾 Meeting Minutes Template
Meeting Information
· Project Name: 
· Meeting Date: 
· Meeting Time: 
· Location: 
· Meeting Facilitator: 

Attendees
	Name
	Company / Role
	Signature

	
	
	

	
	
	

	
	
	

	
	
	



Agenda Items Discussed
1. 
2. 
3. 

Decisions Made
· 
· 
Action Items
	Task
	Assigned To
	Due Date
	Status

	
	
	
	☐ Not Started ☐ In Progress ☐ Completed

	
	
	
	☐ Not Started ☐ In Progress ☐ Completed

	
	
	
	☐ Not Started ☐ In Progress ☐ Completed



Issues Raised / Follow-Ups Needed
· 
· 

Next Meeting
· Date: 
· Time: 
· Location: 

Prepared By
· Name & Signature: 
· Date Submitted: 

