Meeting minutes: [name of the body or team]
Date: [date]   Time: [start - end]   Place: [room or link]
Template from Textylo (transcribe.usefulshed.com): choose the recording and get these minutes filled in.
Present
[Name], [Name], [Name]
Purpose of the meeting: [one sentence].
Agenda and discussion
1. [Agenda point 1]
[What was discussed, in a few sentences.]
Decisions:
• [Decision taken]
2. [Agenda point 2]
[What was discussed, in a few sentences.]
Decisions:
• [Decision taken]
3. [Agenda point 3]
[What was discussed, in a few sentences.]
Decisions:
• [Decision taken]
Tasks
• [Task] · Responsible: [Name] · Deadline: [Date]
• [Task] · Responsible: [Name] · Deadline: [Date]
Next meeting
[Date, time and place]
