
SSLM · Simple Solution, Low Maintenance
Meeting Minutes
Template for recording project governance meetings (e.g. SteerCo). Complete all applicable sections.
Meeting Details
	Field
	Details

	Project name
	

	Reference (YYYY-NNN)
	

	Forum / meeting type
	

	Date
	

	Time
	

	Location / link
	

	Chair
	

	Minute taker
	

	Previous minutes approved?
	


Attendees
Name, role
•
Apologies
•
Agenda Items & Discussion
	Agenda item
	Discussion notes

	
	

	
	

	
	

	
	


Key Decisions
Record each decision in the Decisions Log with the ID below.
	Decision ID
	Decision
	Owner / next step

	
	
	

	
	
	

	
	
	


Actions Raised
Record each action in the Action Log with the ID below.
	Action ID
	Action
	Owner
	Due date

	
	
	
	

	
	
	
	

	
	
	
	


Change Requests / Key Questions Raised
Reference any CR number or SteerCo question ID raised in this meeting.
•
Next Meeting
Date / time:

