Meeting minutes
	Title
	

	Date, time
	

	Place or tool
	e.g. Room 2 or Microsoft Teams

	Attendees
	

	Apologies
	

	Minutes taken by
	



1. Agenda
	1.
	

	2.
	

	3.
	



2. Summary
What was it about, and what is the outcome? Two to three sentences.
	

	

	



3. Decisions
	–
	

	–
	



4. Tasks
	What
	Who
	By when

	
	
	

	
	
	

	
	
	

	
	
	



5. Open items
	–
	

	–
	



6. Next meeting
	



	Distribution
	




Template from juunote.de — juunote writes minutes automatically: no bot in the meeting, transcription on your computer.
