Sample Minutes 
Meeting of:

[insert group name]
Held at: 

[insert meeting venue / address]
Date: 


[insert meeting date]
From: 


insert meeting start and finish times]

Opening:

The regular meeting of the [insert group name] was opened at [insert start time] on [insert meeting date] in [insert meeting venue / address] by [insert name of chairperson].
Present:

[Insert list of attendees]

Approval of agenda:
The agenda was unanimously approved as distributed. [Or insert comments / amendments].

Approval of minutes

The minutes of the previous meeting were unanimously approved as distributed. [Or insert comments / amendments].

Open issues

Summarise the discussion for each existing issue, state the outcome, and assign any action item.
New business

Summarise the discussion for new issues, state the next steps, and assign any action item.

Other business

Summarise the discussion for new issues, state the next steps, and assign any action item.

Agenda for next meeting

List the items to be discussed at the next meeting.
Meeting closed

Meeting was adjourned at [meeting finish time]. 
Next meeting

The next general meeting will be at [insert next meeting time] on [insert next meeting date] at [insert venue / address].

Minutes submitted by:
[insert name]
Approved by: 


[insert name]
