MINUTES OF MEETING
	Meeting
	[Title, e.g. Website redesign kickoff]

	Date and time
	[12 November 2026, 11:00 to 11:45 IST]

	Place / link
	[Google Meet link or room]

	Chair
	[Name]

	Minute taker
	[Name]

	Present
	[Names, with company for external people]

	Absent
	[Names, if relevant]



1. Agenda
1. [Item]
2. [Item]
2. Summary
[Two to five lines: what the meeting was for and where it landed]
3. Decisions
• [Decision, written so someone absent understands it]
• [Decision]
4. Action items
	#
	Task
	Owner
	Due

	1
	[Send the revised quote]
	[Anjali]
	[14 Nov]

	2
	[Share the brand assets]
	[Client]
	[15 Nov]

	3
	
	
	



5. Open questions
• [What still needs an answer, and who will find it]
6. Next meeting
[Date, time and purpose]
Prepared by [Name] on [date]. Please send corrections to [email] within 2 working days.
Template from Boostlix (boostlix.com/products/notes/minutes-of-meeting-template). Boostlix Notes writes these minutes for you from a Google Meet.
