	Meeting Name
	Date // Time 


	Purpose: [insert here]

	Outcome: [insert here]


	Attendees: 
	Enter attendees here


	Agenda item:
	Enter agenda item here


Discussion: Enter discussion summary here
	Action items
	Person responsible
	Deadline

	· Enter action items here
	Enter person responsible here
	Enter deadline here

	· Enter action items here
	Enter person responsible here
	Enter deadline here

	· Enter action items here
	Enter person responsible here
	Enter deadline here


	Agenda item:
	Enter agenda item here
	Presenter:
	Enter presenter here


Discussion: Enter discussion summary here
	Action items
	Person responsible
	Deadline

	· Enter action items here
	Enter person responsible here
	Enter deadline here

	· Enter action items here
	Enter person responsible here
	Enter deadline here

	· Enter action items here
	Enter person responsible here
	Enter deadline here


	Agenda item:
	Enter agenda item here
	Presenter:
	Enter presenter here


Discussion: Enter discussion summary here
	Action items
	Person responsible
	Deadline

	· Enter action items here
	Enter person responsible here
	Enter deadline here

	· Enter action items here
	Enter person responsible here
	Enter deadline here

	· Enter action items here
	Enter person responsible here
	Enter deadline here


Any open questions remaining:
· Question: 

· Action item:

· Question: 

· Action item:

· Question:

· Action item:
2

