
 
Minutes of Meeting (MoM) Template 

1. Meeting Details 

Particulars Details 

Committee/Cell Name  

Meeting Number  

Academic Year  

Date  

Time  

Venue  

Mode Offline / Online / Hybrid (if online or hybrid Provide Link here) 

Chairperson  

Member Secretary  

Prepared by  

2. Members Present 

S.No. Name Designation Department Role Signature 

      

      

      

      

      

      



      

      

      

*At least 80% of member attendance is mandatory. 

3. Members Absent 

S.No. Name Designation Reason 

    

    

    

4. Agenda Items 

Agenda No. Agenda Description 

A.1  

A.2  

A.3  

A.4  

…..  

5. Proceedings / Discussion (* May increase/decrease Agenda) 

 
 

 

 

 

 

 

 



6. Decisions / Resolutions Passed 

Resolution 
No. 

Resolution 

A.1  

A.2  

A.3  

A.4  

….  

7. Action Taken / Action Points 

S.No. Action Item Responsibility Target Date Status 

     

     

     

     

8. Date of Next Meeting 
Date: 

Time: 

Venue: 

 

Chairperson/Convener 
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