	Sender (fixed) – Minutes
Date:	Date	
	, Sender (fixed) 
	Phone Sender (fixed)
	Fax Sender (fixed)
	Web www.fexample-acme.egl
	E-mail Sender (fixed)

Time:	Time
Location:	Location
Attended by:	Attendees
Chair:	Chair
Minutes:	Minute Taker
Subject:	Enter the topic of the meeting here
[bookmark: TOP1]Enter your agenda point here
Results· Enter a short description of the results
	Follow-up	Who's responsible?	Date
	Enter the points to be completed
	Who will do it?
	By when?


[bookmark: TOP1][bookmark: TOP2]Enter your agenda point here
DiscussionDescribe the matters discussed
ConclusionDescribe the conclusions reached
	Follow-up	Who's responsible?	Date
	Enter the points to be completed
	Who will do it?
	By when?


[bookmark: TOP2][bookmark: NextTopic]
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