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	How to use this template
	This is a general template for recording meeting minutes. 
You may turn on gridlines (dotted lines on tables) to show where content can be entered, but these lines will not display when printing or saving to PDF. They can be turned on/off using “View Gridlines” in the [Table] Layout tab when you have a table selected.
Select the “Body Text” style to revert text to the normal/standard style.
Remove instructions and examples in blue italics and adapt to make fit for purpose for your Community of Excellence (CoE) project. 
To remove this ‘How to use’ section right-click on the [image: ] that appears when hovering over the top left corner of this section and select ‘Delete Table’.



[bookmark: _Hlk17899069]Why record meeting minutes?
Meeting minutes are a detailed record of each meeting—who attended, what was discussed, and what actions need to be taken. A written record keeps everyone accountable and can be used to trace the history of activities. The minutes should be distributed to all committee members and other attendees following the meeting.
Using a template ensures all the important information is included every time. While we have suggested a format here, feel free to edit it or find a different template as suits your needs. The template should be in an editable format to be filled out during the meeting. 



CoE Steering Committee
Meeting Minutes
	Date
	Click or tap to enter a date.
	Time
	

	Location
	Virtual meetings should be specified as such or use the meeting platform as the location.


	Attendees
	All those who were present at the meeting




	Apologies / Absent
	Apologies are those who indicated they could not attend.
Absent means a person did not give prior notice and wasn’t in attendance. It’s good practice to note absences differently to apologies just in case a person’s intention to attend a meeting becomes relevant for some reason.






	
	Agenda item
	Discussion / Actions

	1
	Welcome and acknowledgement of country
	

	2
	Previous minutes
	

	3
	Previous actions
	

	4
4.1
	Standing agenda items:
Project update
	

	4.2
	Measuring project success
	

	4.3
	Upcoming engagements & community events

	

	4.4
	Good news stories and case studies
	

	4.5
	Issues and risks
	

	
	Add agenda items as required by inserting additional rows.
	Update item numbers after adding new rows.

	5
	Any other business
	“Any other business” is an opportunity for people to raise and discuss things that weren’t covered by the agenda items.

	6
	New actions
	

	7
	Next meeting
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	[bookmark: ColumnTitle_2][bookmark: _Hlk46299380]Action item #
	Action item
	Progress
	Owner
	Due date
	Status

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	






Decisions  
	Decision #
	Description 
	
	
	Date 

	
	
	



Closed Actions 
	Action Item #
	Action
	Progress 
	Owner
	Due Date 
	Date closed 
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