MEETING MINUTES
[Organization / Team Name]
	Meeting Title
	[Monthly Team Meeting]
	Date
	[29 Oct 2026]

	Location / Link
	[Room 2 / Teams]
	Time
	[10:00 – 11:00]

	Chairperson
	[Name]
	Minute Taker
	[Name]



Attendees
Present: [Name, Name, Name]     Apologies: [Name]     Guests: [Name]
Agenda & Discussion
	#
	Agenda Item
	Discussion Summary
	Decision

	1
	Approval of previous minutes
	Minutes of [date] reviewed
	Approved

	2
	Project status update
	Phase 1 on schedule; vendor delay on Phase 2
	Revised timeline agreed

	3
	Budget review
	Q4 spend at 82% of budget
	Hold non-essential spend

	4
	AOB
	Holiday schedule
	Circulate by Friday



Action Items
	Action
	Owner
	Due Date
	Status

	Send revised timeline to client
	[Name]
	[Date]
	Open

	Prepare Q4 budget forecast
	[Name]
	[Date]
	Open

	Share holiday rota
	[Name]
	[Date]
	Open



Next Meeting
Date: [Date]   ·   Time: [Time]   ·   Location: [Location]

Minutes approved by: ______________________     Date: ____________




