MINUTES OF MEETING

Meeting:        [What the meeting was about]
Date & time:    [12 Aug 2026, 4:00 pm]
Venue:          [Office / site / call]
Attendees:      [Names, with roles if useful]
Prepared by:    [Your name]

1. SUMMARY
[2–4 sentences: what the meeting was about and what happened.]

2. KEY POINTS
- [Important point discussed]
- [Important point discussed]

3. DECISIONS
- [Decision actually made — not things "discussed"]

4. ACTION ITEMS
| # | Task            | Owner   | Due date  |
|---|-----------------|---------|-----------|
| 1 | [What, exactly] | [Who]   | [When]    |

5. FOLLOW-UPS / PARKED
- [Open questions to pick up next time]
