[Meeting name] minutes, [date]
Meeting: 
Date: 
Location: 
Chair: 
Minutes by: 
Attendance
	Name
	Role
	Attendance

	
	
	Present / Absent / Excused



Agenda and discussion
	#
	Item
	Presenter
	Summary
	Decision or outcome

	1
	
	
	Two or three lines at most
	Decided / Deferred to [date] / For information



Action tracker
	ID
	Meeting date
	Action
	Owner
	Due
	Status
	Done looks like
	Latest update

	A1
	
	
	One name
	
	Open / Done / Needs confirming / Dropped
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