	Possible template for minute taking 	[image: ]

Name of the group or meeting
Minutes of the meeting held at venue on date and time
Attendance 
Chair: 
Attendees: 

In attendance:  This is for people who aren’t members of the group but join the meeting, for example to present a paper or maybe for the secretariat role

Apologies: This is for people who sent apologies

Absent: This is for people who just didn’t turn up!

	
	Action summary from the previous meeting (date) 
This is a summary of column 3 of the main minutes below
	By whom
	By when

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	



Minutes of the meeting

	Agenda item
	Summary of the discussion
	Actions agreed (by whom and by when)

	1. Notes of the last meeting held on date
	
	

	2. Actions arising from previous meeting
	
	

	3. These numbered points follow the agenda
	
	

	4. 
	
	

	5. AOB
	
	



Date and next meeting: Add date and time
Minutes approved by Chair: Add name and date
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