Committee Meeting Minutes Form

This committee meeting minutes form sample is designed to streamline the documentation of monthly
updates, ensuring all key discussion points and decisions are accurately recorded. It provides a clear structure
for capturing attendance, agenda items, and action plans, facilitating effective communication and follow-up.
Using this form helps maintain organized and consistent records for future reference.

Date of Meeting: ]

Location/Platform: ] ‘

Attendance
Name Role Status (Present/Absent)

’ ‘ ’ ‘ Present j
| | | | Present

Agenda Items & Discussion

Agenda ltem Discussion Points Decisions Made

Action Plan / Follow-Up Tasks

Task/Action Responsible Person Deadline Status
] \ ] \ \ Pending j
| || | |Pending  ~

Additional Notes

Minutes Prepared By: ] ‘

Minutes Approved By: | \

Submit Minutes ‘
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