[image: image1.jpg]INSTITUTE OF
Tool N\ Ehishar omecrors

~Knowledge »Connections »Credentials






MINUTE TAKING TEMPLATE
	DATE/TIME OF MEETING
	

	LOCATION OF MEETING
	

	ATTENDEES
	

	APOLOGIES
	

	GUESTS
	


	AGENDA ITEM/TOPIC
	DISCUSSION/

OUTCOMES
	ACCOUNTABLE PERSON FOR ACTION
	DUE DATE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	TIME CLOSED
	

	MEMBER ABSENCE DURING MEETING


	

	OTHER MATTERS
	

	CHAIR SIGNATURE
	


