SDC PPN Minute Taking Template

[image: A black background with colorful text

AI-generated content may be incorrect.]
Meeting Details
	Name of Meeting:
	

	Date:
	

	Time:
	

	Location:
	


AttendanceMinutes of Previous MeetingList who attended the meeting and who sent apologies in advance. This provides a clear record of participation and helps track engagement over time.
Present:
Apologies:

Record whether the previous minutes were agreed as an accurate record. If any corrections were made, these should be noted briefly.

Matters ArisingFor each agenda item, record a short summary of the discussion, followed by any decisions made and actions agreed. The focus should be on outcomes rather than the detail of the discussion.

Agenda Items
Item 1: [Title]
Summary: Provide a short, high-level overview of what was discussed, usually no more than one or two lines.
Decision (if any): Clearly state what was agreed, using simple and direct language.
Action: Record what needs to be done, who is responsible, and when it should happen, if a timeline is agreed.

Item 2: [Title] Summary:
Decision (if any):
Action: (What / Who / When)

(repeat as needed)
Any Other BusinessDate of Next MeetingUse this section to record any additional items raised that were not on the agenda. Keep entries brief and focus on any outcomes or actions.

Record the agreed date, time, and location of the next meeting, or note if this will be confirmed later.
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