
P R A C T I C A L T E M P L AT E S  /  M E E T I N G  M I N U T E S

Weekly team minutes
Routine team coordination with clear outcomes and follow-up.

Blank working form
Edition 2 October 2026

Meeting ID / team Date / time / time zone Chair / minute taker

Attendees / apologies Purpose / next review Version / approval / distribution

Summarise outcomes, read back owners and dates, then circulate for correction. Keep approved versions identifiable.

Item ID Topic Discussion / evidence Decision / outcome Action / expected result Owner Due date Action ID

Original educational form. Adapt fields, approval requirements, access and retention to your organization. Editable XLSX and TableStudio .ts companions include a separate fictional example. minutes-team / 1


