
Simple Meeting Minutes Template 
 
Meeting Details 
Date:  
Time:  
Location/Platform:  
 
Attendees 
Present:  
Absent:  
 
Discussion Notes 
Notes:  
 

 
Decisions Made 
Decisions:  
 

 
Action Items 
Task Assigned To Due Date 
   
   
   
   
   
Next Meeting (Optional)   
Date / Time:    
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