[Company Logo]   [Company Name]
MINUTES OF EMPLOYEE MEETING
	Meeting:
	[Committee / Forum Name], Meeting No. [Number]

	Date and Time:
	[DD/MM/YYYY], [Time]

	Venue:
	[Venue]

	Chairperson:
	[Name]

	Minutes by:
	[HR Name]



1. Attendance
	Name
	Designation
	Representing
	Present / Absent

	[Name]
	[Designation]
	Management
	[P/A]

	[Name]
	[Designation]
	Management
	[P/A]

	[Name]
	[Designation]
	Employees
	[P/A]

	[Name]
	[Designation]
	Employees
	[P/A]



2. Previous Minutes
The minutes of the meeting held on [Date] were read and confirmed [with the following correction: describe].
3. Discussion
	Item
	Point Raised
	Management Response
	Decision

	3.1
	[e.g., delay in overtime payment]
	[Response]
	[Decision]

	3.2
	[e.g., drinking water on second floor]
	[Response]
	[Decision]

	3.3
	[e.g., night shift transport]
	[Response]
	[Under consideration]



4. Action Items
	No.
	Action
	Owner
	Due Date

	1
	[Action]
	[Owner]
	[DD/MM/YYYY]

	2
	[Action]
	[Owner]
	[DD/MM/YYYY]

	3
	[Action]
	[Owner]
	[DD/MM/YYYY]



5. Next Meeting
The next meeting will be held on [Date]. The meeting ended at [Time] with a vote of thanks.

	______________________________
Chairperson
[Name]
Date: [Date]
	______________________________
Secretary
[HR Name]
Date: [Date]
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