Meeting Minutes
	Meeting
	

	Date
	

	Time
	

	Location
	Room / Online (Zoom, Teams, etc.)

	Chair
	

	Minute taker
	

	Attendees
	

	Absent
	


Purpose
(What does this meeting need to decide?)
Agenda
1. 
2. 
3. 
Decisions
・
・
(Write only what was decided: who will do what, and by when.)
Pending / To be confirmed
・
(Also write why it was not decided and who will check.)
Action items
	Action
	Owner
	Due date

	
	
	

	
	
	

	
	
	


Discussion summary
1. 
2. 
(Key points and reasons only. Check names, numbers and dates.)
Next meeting
Date:                         Time:                    Location:
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