Meeting Minutes
[Name of the group or project]
	Date
	[Date]
	Time
	10:00 to 11:00

	Place
	[Room, or the link to join]
	Chair
	[Name]

	Present
	[Names of those who came]

	Apologies
	[Names of those who could not come]


Agenda
1. Welcome and apologies
2. Minutes of the last meeting
3. Progress report
4. Budget for the next quarter
5. Any other business
1. Minutes of the last meeting
The minutes of the meeting on [date] were agreed as a true record.
2. Progress report
[Name] reported on progress since the last meeting. Summarise what was said in a few sentences, and the questions that were asked.
Decision: the group agreed to [what was decided].
3. Budget for the next quarter
Summarise the discussion. Record decisions as they were agreed, in the words the meeting used.
Actions
	Action
	Who
	By when

	Send the revised budget to everyone
	[Name]
	[Date]

	Book the room for the next meeting
	[Name]
	[Date]

	Ask the supplier for a second quote
	[Name]
	[Date]


Next meeting: [date and time], [place].
