
Minutes of Meeting 
 

Meeting Title  

Date  

Time  

Facilitator  

HR Rep(s)  

Location  

Attendees  

 
Agenda: 
1.  
2.  
 
Summary of Discussions 
-  
-  
 
Decisions on Agreements: 
-  
 
Follow Up Action Items: 
 

Items Responsible Due Date 

Insert the task title or 
description 

Insert the name of the attendee who is 
responsible for the task 

Insert the deadline 
date 

   

   
 
Notes/Remarks: 
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