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Meeting Minutes

General information
	Meeting date: 
	Meeting place: 

	Attendees:  

	Meeting objectives:

	Agenda:



Meeting topics
	Topics covered
	Summary of the discussion
	Actions to be taken

	Topic 1
	
	· Action 1 + manager's name
· Action 2 + manager's name

	Topic 2
	
	· Action 1 + manager's name
· Action 2 + manager's name
	

	Topic 3
	
	· Action 1 + manager's name
· Action 2 + manager's name

	Topic 4
	
	· Action 1 + manager's name
· Action 2 + manager's name




Comments and notes
	





Appendices
	



Name of the author of the report: _____________________________________________[image: ]
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