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	Minute Template Tools

	Organisation’s Name 


Example 1: Name of Organisation
Meeting Minutes

Date / Time

Location of Meeting

Meeting Chair: (Name, email, phone)
Minutes taken by: (Name, email, phone)
Members present: (List of attendees) 

Members absent: (List of absentees) 

Apologies given: (List of apologies)
Others present: (List of invitees)
Minutes were proposed for approval by (name) and seconded by (name), amendments were:

Agenda review. The agenda was approved with the following changes: 

Chief Executive’s Report

	
	Summary of Discussion
	Action to be taken and by whom

	Issue 1
	
	

	Issue 2
	
	

	
	
	



Finance Committee / Treasures Report:
	
	Summary of Discussion
	Action to be taken and by whom

	Issue 1
	
	

	Issue 2
	
	

	
	
	



Other Board Reports / Reports of Standing and Special Committees. 
	
	Summary of Discussion
	Action to be taken and by whom

	Issue 1
	
	

	Issue 2
	
	

	
	
	



Other Business

	
	Summary of Discussion
	Action to be taken and by whom

	Issue 1
	
	

	Issue 2
	
	

	
	
	




Meeting adjourned at (Time)

Next meeting date:
Example 2: Name of Organisation
Meeting Minutes

Date / Time

Location of Meeting

Meeting Chair: (Name, email, phone)
Minutes taken by: (Name, email, phone)
Members present: (List of attendees) 

Members absent: (List of absentees) 

Apologies given: (List of apologies)
Others present: (List of invitees)

I. Welcome, Introductions and Opening Procedures

a. Minutes were proposed for approval by (name) and seconded by (name), amendments were:
b. Agenda review. The agenda was approved with the following changes: 

II. Committee Reports

	Summary of report


	Attendees remarks


	Actions to be taken

	
	
	

	
	
	

	
	
	


III. Executive Directors Report
	Summary of report


	Attendees remarks


	Actions to be taken

	
	
	

	
	
	

	
	
	


IV. Discussion of agenda items

	Summary of discussion
	Actions to be taken

	
	

	
	

	
	


V. Other Business

VI. Next meeting

