[NAME / ORGANISATION]	[Date]
Meeting minutes
Meeting details
Date: [Date]    Time: [Time]
Location: [Location]
Chair: [Name]    Recorder: [Name]
Attendance
Present: [Names]
Apologies: [Names]
Agenda and discussion
1. [Agenda item and key discussion]
2. [Agenda item and key discussion]
Decisions and actions
Decision: [Agreed outcome]
Action: [Task] | Owner: [Name] | Due: [Date]
Action: [Task] | Owner: [Name] | Due: [Date]
Next meeting
[Date, time and proposed agenda]
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