Minutes of Meeting (MoM)

Project / client:
Meeting title:
Date:                      Time:
Venue / call link:
Attendees (name - company / team):

Purpose of the meeting:

Points discussed
1.
2.
3.

Decisions taken
1.
2.

Action items
	No.
	Action item
	Responsible
	Target date
	Status

	1
	
	
	
	Open

	2
	
	
	
	Open

	3
	
	
	
	Open



Open issues / points for the next meeting:

Next meeting:

Prepared by:               Circulated to:
