MINUTES OF MEETING
[Organisation / Meeting name]
Meeting type: [regular / board / committee / client]
Date: [date]    Time: [start] - [end]    Location / link: [where]
Chair: [name]    Minute-taker: [name]
ATTENDEES: [names, roles]
[names, roles]
APOLOGIES: [absentees]
QUORUM: [met / not met, if applicable]
1. APPROVAL OF PREVIOUS MINUTES
[Approved as written / approved with corrections: ...]
2. AGENDA ITEMS & DECISIONS
Item 1: [topic] - Decision: [what was agreed]
Item 2: [topic] - Decision: [what was agreed]
3. MOTIONS & VOTES (formal meetings)
Motion: [text] - Proposed: [name], Seconded: [name]
Result: [carried / carried with N for, N against, N abstaining]
4. ACTION ITEMS
[task] - Owner: [name] - Due: [date]
[task] - Owner: [name] - Due: [date]
5. OPEN QUESTIONS / NEXT STEPS
[question or follow-up]
ADJOURNED: [time]    NEXT MEETING: [date]
Recorded & drafted with VocalFuse (local transcription, no cloud audio)
Secretary signature: ____________________
Source: https://fuseintelligence.org/meeting-minutes-template
