[Company Logo]   [Company Name]
MEETING ATTENDANCE SHEET
	Meeting:
	[Meeting Title]

	Date / Time:
	[DD/MM/YYYY], [HH:MM] to [HH:MM]

	Venue / Link:
	[Venue / Online Link]

	Chairperson:
	[Name]

	Organiser:
	[Name]



	Sr. No.
	Name
	Designation / Department
	Organisation (if external)
	Mode (In-person / Online)
	Time In
	Signature

	1
	[Name]
	[Designation]
	[Organisation]
	[In-person / Online]
	[HH:MM]
	[Signature]

	2
	[Name]
	[Designation]
	[Organisation]
	[In-person / Online]
	[HH:MM]
	[Signature]

	3
	[Name]
	[Designation]
	[Organisation]
	[In-person / Online]
	[HH:MM]
	[Signature]

	4
	[Name]
	[Designation]
	[Organisation]
	[In-person / Online]
	[HH:MM]
	[Signature]

	5
	[Name]
	[Designation]
	[Organisation]
	[In-person / Online]
	[HH:MM]
	[Signature]



Apologies / Absent
	Name
	Designation
	Reason (if informed)

	[Name]
	[Designation]
	[Reason]

	[Name]
	[Designation]
	[Reason]



Quorum
	Members required for quorum
	 

	Members present
	 

	Quorum met (Yes / No)
	 



Action Owners
	Action Item
	Owner
	Due Date

	[Action]
	[Name]
	[DD/MM/YYYY]

	[Action]
	[Name]
	[DD/MM/YYYY]

	[Action]
	[Name]
	[DD/MM/YYYY]




	______________________________
Recorded by
[Organiser Name]
	______________________________
Chairperson
[Name]
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