Minutes of meeting
	How to use this template (delete this box before you share the minutes)
1. Replace everything in [square brackets] and delete the rows and sections you don’t need.
1. Record decisions and actions, not a transcript: what was decided, who will do what, and by when.
1. Give every action a number and an owner, so the next meeting can check it.
1. Send the draft to the chair soon after the meeting, while memories are fresh, and circulate it once approved.
1. For a board meeting of a UAE company, use the board meeting minutes template instead.
1. Free template from Birbal AI: birbalai.com/tools/minutes-of-meeting-template



	Organisation
	[name]

	Meeting
	[title, for example: Monthly project review]

	Minutes reference
	[MOM-2026-001]

	Date
	[DD/MM/YYYY]

	Time
	[start] to [end]

	Place
	[room and address] / online: [platform]

	Chair
	[name]

	Minutes taken by
	[name]


1. Attendance
	Name
	Role and organisation
	Attendance

	[name]
	[role, organisation]
	[Present / Online / Apologies / Absent]

	
	
	

	
	
	

	
	
	

	
	
	



Also present: [guests or presenters, and the items they attended for]
2. Agenda
1. Opening and approval of the agenda
1. Minutes and actions from the last meeting
1. [Item]
1. [Item]
1. Any other business
1. Date of the next meeting
3. Discussion and decisions
Item 1: Opening
The chair opened the meeting at [time]. The agenda was approved [as circulated / with these changes: …].
Item 2: Minutes and actions from the last meeting
The minutes of the meeting held on [date] were approved [as circulated / with these corrections: …]. Open actions are listed in section 4.
Item 3: [Title]
Discussion: [The key points in a few sentences: who presented, the main views and any risks raised. You don’t need to record every comment.]
Decision: [What was agreed, or “No decision; to be discussed again on [date]”.]
Item 4: [Title]
Discussion: […]
Decision: […]
Item 5: Any other business
[Anything raised that was not on the agenda, or “None”.]
4. Actions
	No.
	Action
	Owner
	Due date
	Status

	A-01
	[Send the revised schedule to the client]
	[name]
	[date]
	[Open / In progress / Done]

	A-02
	
	
	
	

	A-03
	
	
	
	

	A-04
	
	
	
	


5. Next meeting
[Date] at [time], [place / online].
6. Approval
These minutes were approved as a true record of the meeting on [date].
	
	Name
	Signature
	Date

	Chair
	
	
	

	Minutes taken by
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