minutes_of_meeting

Minutes of the Meeting

	Name of the meeting: 
	Date: 

	Name of the Facilitator: 
	Time: from-to

	Venue:
	

	Attendees
	Non-Attendees

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	

	Meeting Details

	List out the points discussed in the meeting here

	Action Points

	Descriptions
	Responsibility
	Scheduled Closure Date*

	1. 
	
	

	2. 
	
	

	3. 
	
	

	Prepared By: 
	Date: 

	Sent By: 
	Date: 


* To be tracked in subsequent meetings
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