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What are Minutes of Meeting (MOM)?
Minutes of Meeting (MOM) is an official written record that documents the discussions, decisions, and

action items agreed upon during a formal meeting. It serves as the authoritative reference for all parties

and ensures accountability for follow-up actions.

Document Code: MOM-XXXX

Meeting Title: Name or subject of the meeting

Date & Time: When the meeting was held

Location: Physical venue or virtual platform

Prepared By: Secretary / Meeting coordinator

Approved By: Chairperson / Project Manager

Distribution: List of all recipients

Key Elements of Minutes of Meeting

• Attendees List — Names, titles, and organisations of all participants

• Agenda Items — Topics discussed in the meeting

• Discussion Summary — Key points raised for each agenda item

• Decisions Made — Resolutions agreed upon by attendees

• Action Items Table — Task, responsible party, and due date

• Next Meeting Date — If applicable

• Signatures — Chairperson and secretary sign-off

Sample Action Items Table

No. Action Item Responsible Due Date Status



1 Submit revised drawings Engineering Team DD/MM/YYYY Open

2 Review and comment on specs Client Representative DD/MM/YYYY Open
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