Meeting:
Date:

Venue:

Initiated by:

Attendees (number of attendees): Full name of attendees here and later initial of attendees in the minute.
Time: exact time that the meeting starts and ends

	#
	To Do
	Whom
	Comment (Due when, status etc)

	x-y
	
	
	

	x-z
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Long term task without a specific due date

	#
	Task
	Whom
	Comment

	1
	
	
	

	2
	
	
	





A
	



B
	


Some rules:
1)

Some thoughts:
1)

Next meeting:

Minuted by:



My note:
Long term tasks may appear on every minute and do not specific number.

A or B is a subject that need to appear on the minute compulsorily due to some certification requirements, for example "Environmental". If nothing is discussed, then write "None" after the subject word.

Some rules are something that everybody must do in daily work after the meeting. Leave blank if none.

Some thoughts are something that should be done but there is no visible plan to do it yet. Leave blank if none.

