MINUTES OF MEETING
MOM Format — fill in and circulate within 24 hours

	MEETING DETAILS

	Project / Title
	
	Date
	

	Location
	
	Time (from – to)
	

	Prepared by
	
	Meeting type
	

	ATTENDEES

	Present
	

	Absent
	

	AGENDA, DISCUSSION & DECISIONS

	Agenda item 1
	

	Discussion
	

	Decision
	

	Agenda item 2
	

	Discussion
	

	Decision
	

	Agenda item 3
	

	Discussion
	

	Decision
	

	ACTION ITEMS

	#
	Action
	Owner
	Due date / Status

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	CLOSE

	Next meeting
	

	Circulated to
	

	Corrections by
	



Tip: keep Discussion and Decision in separate rows. Six months from now nobody wants to read a paragraph to find out what was agreed.


SAMPLE — COMPLETED MOM
An example of the same format, filled in. Delete this page before use.

	MEETING DETAILS

	Project / Title
	CRM Implementation — Phase 2
	Date
	08/12/2026

	Location
	Microsoft Teams
	Time (from – to)
	10:00 – 11:15 AM ET

	Prepared by
	Jennifer Park, Project Manager
	Meeting type
	Sprint review

	ATTENDEES

	Present
	Jennifer Park (PM) · Sarah Chen (QA Lead) · Mike Rodriguez (Client, Ops) · Dave Okafor (Dev Lead)

	Absent
	Tom Bradley (Finance) — to be briefed separately on the budget item

	AGENDA, DISCUSSION & DECISIONS

	Agenda item 1
	UAT sign-off criteria

	Discussion
	Client asked for a defect threshold before go-live. Two options considered: zero Sev-1 only, or zero Sev-1 plus fewer than five Sev-2.

	Decision
	Sign-off requires zero Sev-1 defects. Sev-2 defects tracked but not blocking.

	Agenda item 2
	Data migration cut-over window

	Discussion
	Ops cannot absorb downtime on a weekday. Weekend window proposed.

	Decision
	Cut-over moved to Saturday 09/26, 10:00 PM – 6:00 AM ET.

	ACTION ITEMS

	#
	Action
	Owner
	Due date / Status

	1
	Draft UAT checklist against agreed criteria
	Sarah Chen
	08/19 — Open

	2
	Confirm weekend support roster with vendor
	Dave Okafor
	08/22 — Open

	3
	Brief Finance on revised cut-over cost
	Jennifer Park
	08/15 — Open

	CLOSE

	Next meeting
	08/26/2026, 10:00 AM ET — UAT readiness review

	Circulated to
	All attendees + Tom Bradley (Finance)

	Corrections by
	08/14/2026, EOD




HOW TO WRITE GOOD MINUTES

Before the meeting
Circulate the agenda. It becomes the skeleton of the minutes — without one you are writing from a blank page while trying to follow the discussion. Fill in the header block (project, date, attendees) before the meeting starts.
During the meeting
Capture decisions as they happen. Discussion can be summarised afterwards from memory; a decision cannot be reconstructed reliably.
Say each action item out loud before moving on — "so that's Sarah, checklist, by the 19th." This is the single highest-value habit in this document. It confirms the owner accepted the action, in front of everyone present.
After the meeting
Write it up within the hour. Recall drops sharply — an hour later you have most of it, the next morning you have half.
Send within 24 hours with a deadline for corrections: "please flag anything wrong by Thursday." Silence after that is agreement, and that is what makes minutes usable as a record.
Carry open actions into the next meeting. Open items from last time become the first agenda item this time. Actions that are never reviewed do not get done.
Six mistakes worth avoiding
Transcribing instead of summarising. Minutes are not a transcript. Three lines per agenda item is usually right.
Actions with no named owner. "The team will review" means nobody will review. One name per action.
"ASAP" instead of a date. An action without a date cannot be chased and cannot be closed.
Decisions buried in discussion. If someone has to read a paragraph to find what was agreed, the minutes have failed.
Sending days later. Minutes circulated a week on are archaeology, not a working document.
Never revisiting open actions. The minutes become a filing habit rather than a tool.
Adapting the format
Client meetings: add a scope-impact note against each decision. This is the record that settles later disputes about what was agreed.
Board meetings: add a resolutions section and an approval signature line.
Team standups: drop discussion entirely. Blockers and actions only — five lines is a complete standup MOM.
Requirement gathering: add an open-questions section. Those become the next meeting's agenda.
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