Minutes of Meeting
StruktureretSundFornuft.dk
	Meeting title
	

	Date & time
	

	Location
	

	Meeting called by
	

	Meeting chair
	

	Keeper of the minutes
	

	Attendees
	

	Absent
	


Agenda topics
One topic per row. Capture conclusions and decisions in the right-hand column.
	ID
	Topic
	Conclusions & actions

	1
	Follow-up on actions from last meeting
	

	2
	
	

	3
	
	

	4
	
	


Action items
Two options: fill in the table below, or use the ActionLog template and insert your action log here instead. In the table: one action per row — what needs doing, who owns it, the due date, and status.
	#
	Action
	Owner
	Due date
	Status

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	


