
 

 

Meeting Minutes 

 
 
 
 
Meeting Information 

Title  

Date  

Time  

Location  

Dept/VD  

 
 
 
Attendees 

Name Designation Affiliation 

   

   

   

   

   

   

   

   

   

   

   

   

 
 
 
 
 
 
 



 

 

Meeting Minutes 

 
 
 
Agenda 

1.  

2.  

3.  

4.  

5.  

6.  

7.  

8.  

  



 

 

Meeting Minutes 

 
Agenda item #1 

Recommendation 

 

 

 

 

 

Action plan  

 

 

 

 

 

Responsible person  

 

 

 

Target date 

 

 

 

  



 

 

Meeting Minutes 

 

Agenda item #2 

Recommendation 

 

 

 

 

 

Action plan  

 

 

 

 

 

Responsible person  

 

 

 

Target date 

 

 

 

  



 

 

Meeting Minutes 

 

Agenda item #3 

Recommendation 

 

 

 

 

 

Action plan  

 

 

 

 

 

Responsible person  

 

 

 

Target date 

 

 

 

  



 

 

Meeting Minutes 

 

Agenda item #4 

Recommendation 

 

 

 

 

 

Action plan  

 

 

 

 

 

Responsible person  

 

 

 

Target date 

 

 

 

  



 

 

Meeting Minutes 

 

Agenda item #5 

Recommendation 

 

 

 

 

 

Action plan  

 

 

 

 

 

Responsible person  

 

 

 

Target date 

 

 

 

  



 

 

Meeting Minutes 

 

Agenda item #6 

Recommendation 

 

 

 

 

 

Action plan  

 

 

 

 

 

Responsible person  

 

 

 

Target date 

 

 

 

  



 

 

Meeting Minutes 

 

Agenda item #7 

Recommendation 

 

 

 

 

 

Action plan  

 

 

 

 

 

Responsible person  

 

 

 

Target date 

 

 

 

  



 

 

Meeting Minutes 

 

Agenda item #8 

Recommendation 

 

 

 

 

 

Action plan  

 

 

 

 

 

Responsible person  

 

 

 

Target date 

 

 

 

  



 

 

Meeting Minutes 

 
 
 
 
 
 
Signatures 

Name Signature 

  

  

  

  

  

  

  

  

  

  

  

  

 


	1: 
	2: 
	5: 
	8: 
	Date: 
	Time: 
	Location: 
	Dept/VD: 
	Recommendation: 
	Action plan: 
	Responsible person: 
	Target date: 
	Recommendation2: 
	Action plan2: 
	Responsible person2: 
	Target date2: 
	3: 
	Recommendation3: 
	4: 
	Action plan3: 
	Responsible person3: 
	Target date3: 
	Recommendation4: 
	Action plan4: 
	Responsible person4: 
	Target date4: 
	Recommendation5: 
	Action plan5: 
	Responsible person5: 
	Target date5: 
	Recommendation6: 
	6: 
	Action plan6: 
	Responsible person6: 
	Target date6: 
	Recommendation7: 
	Action plan7: 
	Responsible person7: 
	Target date7: 
	Recommendation8: 
	Action plan8: 
	Responsible person8: 
	Target date8: 
	Title: 
	7: 
	Name: 
	Name2: 
	Name3: 
	Name4: 
	Name5: 
	Name6: 
	Name7: 
	Name8: 
	Name9: 
	Name10: 
	Name11: 
	Name12: 
	Name13: 
	Name14: 
	Name15: 
	Name16: 
	Name17: 
	Name18: 
	Affiliation18: 
	Designation18: 
	Affiliation17: 
	Affiliation16: 
	Designation16: 
	Affiliation15: 
	Designation15: 
	Affiliation14: 
	Designation14: 
	Affiliation13: 
	Designation13: 
	Affiliation12: 
	Designation12: 
	Affiliation11: 
	Affiliation10: 
	Designation10: 
	Affiliation9: 
	Designation9: 
	Affiliation8: 
	Designation8: 
	Affiliation7: 
	Designation7: 
	Affiliation6: 
	Designation6: 
	Affiliation5: 
	Designation5: 
	Affiliation4: 
	Designation4: 
	Affiliation3: 
	Designation3: 
	Affiliation2: 
	Designation2: 
	Affiliation: 
	Designation: 
	Sig: 
	Sig2: 
	Sig3: 
	Sig4: 
	Sig5: 
	Sig6: 
	Sig7: 
	Sig8: 
	Sig9: 
	Sig10: 
	Sig11: 
	Sig12: 
	Sig13: 
	Sig14: 
	Sig15: 
	Sig16: 
	Sig17: 
	Sig18: 
	Designation11: 
	Designation17: 


