Minutes of Meeting (MoM) Template
Use this template to record department, committee and project meetings. Complete the meeting details before the meeting starts. For each agenda item, record a short discussion summary, the decision and any action. Number decisions with the minutes reference (e.g. 14/1). Write in the past tense and in neutral language, and circulate the draft for review within one working day. Shaded rows are examples: delete them before use. For board and general assembly minutes, check the applicable companies law and the company's articles of association.
1. Meeting Details
	Organisation / Department / Committee
	

	Minutes reference no.
	

	Meeting type (regular / extraordinary / committee / board)
	

	Day and date (Gregorian)
	

	Date (Hijri, if required)
	

	Start time
	

	End time
	

	Venue / online platform
	

	Chairperson
	

	Minute-taker / Secretary
	

	Required quorum
	

	Quorum present (yes / no)
	



2. Attendees and Apologies
	#
	Name
	Job title
	Department
	Attendance (present / online / apologies / absent)

	1
	e.g. Sara Al-Ghamdi
	Training Specialist
	Human Resources
	Present

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



3. Agenda
	#
	Item
	Presented by
	Time allocated

	1
	Approval of previous minutes
	Chairperson
	5 min

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



4. Discussion and Decisions
	Decision no.
	Item
	Discussion summary
	Decision / Resolution
	Vote / reservations

	14/1
	Previous minutes
	No comments received
	Minutes approved without amendment
	Unanimous

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



5. Action Items
	#
	Action
	Owner
	Due date
	Status

	1
	Obtain and compare three quotations from transport providers
	Transport Supervisor
	13 Aug 2026
	In progress

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



6. Any Other Business (AOB)
 
 
 
7. Next Meeting
	Date
	

	Time
	

	Venue / platform
	

	Proposed agenda items
	



8. Approval and Signatures
	Minute-taker / Secretary: name
	

	Signature and date
	

	Chairperson: name
	

	Signature and date
	

	Members present (where the rules require their signature)
	

	Date approved minutes circulated
	



1. Record what was decided, not everything that was said.
1. Every decision needs an owner and a due date.
1. Corrections after approval are recorded in later minutes, not deleted from the original.
1. Keep a signed copy and a PDF copy under the approved numbering.
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