Minutes of Meeting (MoM)

Meeting title:
Date:                      Time:
Venue / call link:
Chaired by:
Minutes recorded by:

Attendees:
Absent / apologies:

Agenda
1.
2.
3.

Discussion
1. (Agenda item 1) - key points discussed, in short
2. (Agenda item 2) -
3. (Agenda item 3) -

Decisions
1.
2.

Action items
1. Task - Responsible person - Target date
2. Task - Responsible person - Target date
3. Task - Responsible person - Target date

Next meeting: Date, time and venue

Prepared by:               Approved by:
