MEETING NOTES
Meeting Details:
	Date:
	[Date]
	Time:
	[bookmark: Text1][Time]

	Location:
	[bookmark: Text2][Location]


Purpose of Meeting: 

Attendees:
	[bookmark: _Hlk137205911][bookmark: Text5][bookmark: Text3][Attendee Name] [Designation]
	
	 [Attendee Name] [Designation]

	[Attendee Name] [Designation]
	
	 [Attendee Name] [Designation]

	[Attendee Name] [Designation]
	
	 [Attendee Name] [Designation]

	[Attendee Name] [Designation]
	
	 [Attendee Name] [Designation]


Agenda’s:


[Company Logo]		[Company Name]

· 


[image: ]pg. 1
· [bookmark: Text6][Agenda item]  
· [Agenda item]
· [Agenda item]
· [Agenda item]
· [Agenda item]
· [Agenda item]
[bookmark: _Hlk137207694]Actions/ Follows Up:
	[bookmark: _Hlk137207673]Task
	Responsible Person
	Deadline
	Status

	[bookmark: Text7][Task 1]
	[bookmark: Text8][bookmark: Text9][Name] [Designation]
	[Date]	 In progress     Complete 

	[Task 2]
	[Name] [Designation]
	[Date]	 In progress     Complete

	[Task 3]
	[Name] [Designation]
	[Date]	 In progress     Complete


Summary:


[bookmark: _Hlk137210422][bookmark: Text4]Meeting notes submitted by: [Name]
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