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Meeting minutes
Record decisions and actions, not the conversation. Every action gets one owner and a due date.
	Meeting
	

	Date and time
	

	Location or link
	

	Chair
	

	Minutes taken by
	

	Present
	

	Apologies
	


Agenda and discussion
	#
	Agenda item
	Key points (not a transcript)

	
	
	

	
	
	

	
	
	

	
	
	


Decisions
	#
	Decision, in one sentence
	Decided by

	
	
	

	
	
	

	
	
	


Action items
	#
	Action
	Owner
	Due
	Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Next meeting and approval
	Next meeting
	

	Minutes approved by and date
	




Meeting minutes: example
A filled example for a weekly project meeting. Delete this page when you are done with it.
	Meeting
	Website relaunch, weekly project meeting

	Date and time
	Tuesday 10 November 2026, 10:00 to 10:40

	Location or link
	Room 3 and video call

	Chair
	Dana (project lead)

	Minutes taken by
	Sam (designer)

	Present
	Dana, Sam, Priya (developer), Leo (marketing), Ana (support)

	Apologies
	Chris (sponsor)


Agenda and discussion
	#
	Agenda item
	Key points (not a transcript)

	1
	Actions from last week
	4 of 5 done. Help-article list still open (Ana): waiting on final page names.

	2
	Design sign-off
	Home and pricing pages approved. Checkout page needs one more round on the mobile layout.

	3
	Launch date
	Build is two days behind. Team agrees the 24 November date still holds if checkout is signed off by Friday.

	4
	Launch emails
	Leo shared the draft sequence. Support asked for a line on where to find the new help pages.


Decisions
	#
	Decision, in one sentence
	Decided by

	1
	Launch date stays 24 November; go / no-go call on 20 November.
	Dana

	2
	Old pricing page redirects to the new one at launch, not before.
	Dana, with Priya

	
	
	


Action items
	#
	Action
	Owner
	Due
	Status

	1
	Final checkout mobile layout for review
	Sam
	13 Nov
	Open

	2
	Set up the pricing redirect on staging
	Priya
	17 Nov
	Open

	3
	Add help-centre line to launch email 2
	Leo
	12 Nov
	Open

	4
	Help-article list using final page names
	Ana
	16 Nov
	Open

	5
	Send these minutes to Chris
	Dana
	10 Nov
	Done


Next meeting and approval
	Next meeting
	Tuesday 17 November 2026, 10:00

	Minutes approved by and date
	Dana, 10 November 2026
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