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Appendix 9

Minute-taking template
Minutes of XXXX meeting:  
	Date/time:
	


	Location:
	

	Chairperson:
	

	Minute Taker: 
	

	Time-keeper:
	

	Parker:  
	

	Present:
	

	Apologies:

	

	Absent:
	

	Attachments:
	


Record of action points only:
	Item
	Action
	By when?
	Responsible for action 



	
	 
	 
	 

	
	
	
	

	
	
	
	

	
	
	
	



Record of meeting:

	Item
	Topic and Description
	Responsibility

	
	
	

	1

1.1
1.2

1.3
	Approval of previous meeting minutes of date…For simplicity, use a new row for each item

· And type the text / details underneath 

· Use bullet points if needed

Keep the topic points together

Another topic under overall topic 1


	Initials of person responsible for topic in the meeting

	2
	New heading 
	

	3
	
	

	4
	
	

	5
	
	

	6
	‘Parked’ item(s)
	

	7
	Date of next meeting
	


Chairperson’s signature ……………………………………

Typist’s initials / Date  
1
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