[image: image4.jpg]G Pansophix





Minutes Template

	Title

Name of meeting with location, date and start time.

Present

Names of all attendees.

Apologies
Names of people who offered their apologies in advance of the meeting

Minutes of the Previous Meeting
Note corrections to the previous meeting’s Minutes.

Note that the Minutes were accepted as a true record.

Matters Arising & Previous Meeting’s Action Points
Any matters that arise from the previous meeting’s Minutes and a record of progress on the action points from the last meeting.

Agenda Items
Record the discussion and the decisions made under each agenda item.

Any Other Business
Record the discussion

Date of Next Meeting
Note the date and time of the next meeting.

Finishing Time
Note the time the meeting finished.
	Action Points

Owners

Timescales 

Use this column to record the Action Points, the owners and the timescales against the relevant Agenda items.
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