Meeting minutes
A. Formal minutes: board, committee or association (Robert's Rules style). For company minutes, add a short, fair summary of the discussion under each item.
Organization:
Meeting: [regular / special] meeting of the [Board / Committee]
Date:
Place or video link:
Present:
Absent:
Quorum: [present / not present]
Chair:
Secretary:
1. Call to order. The [chair] called the meeting to order at [time].
2. Minutes. The minutes of the [date] meeting were approved [as circulated / as corrected].
3. Reports. [For example: The treasurer's report was received.]
4. [Item title]. [Name] moved that [exact wording of the motion]. The motion was [adopted / lost] [For: X, Against: Y — only if a count or ballot was taken].
Action: [owner] to [task] by [date].
5. Other business. [Motion, or "None."]
6. Next meeting. [date, time, place]
7. Adjournment. The meeting adjourned at [time].
Signed: [name], Secretary
Approved on [date] [as circulated / as corrected]

B. Team minutes: a working meeting
Team and date:
Attendees:
Absent:
Decisions (one line each, past tense)
–  
Action items
	Task
	Owner
	Due

	
	
	

	
	
	

	
	
	

	
	
	



Open questions (who brings it back, and when)
–  
Next meeting: [date and purpose]
Free template from meetingsbrief.com
