MEETING MINUTES TEMPLATE
	Meeting Meetings


	Meeting/Project Name:
	

	Name of organiser:
	

	Email/tel of organiser:
	

	Date:
	

	Start time:
	

	End time:
	

	Location or dial-in details:
	


	Attendees

	
	
	
	

	Name
	Title & Company
	Email
	Phone
	Present (Y/N)
	Apologies (Y/N)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Meeting Objective


	


	Meeting Agenda Items


	Subject
	Lead
	Documents Needed
	

	
	
	
	

	
	
	
	

	
	
	
	


	Meeting Agenda Summary



	Subject:
	

	Summary:



	Next Steps:
	
	Person(s) responsible:
	
	Due Date:
	


***copy/paste as necessary depending on how many agenda items were discussed***

	Any Other Business


	Subject:
	

	Summary:



	Next Steps:
	
	Person(s) responsible:
	
	Due Date:
	


	Next Meeting

	
	
	

	Objective:
	
	
	

	Date:
	
	
	

	Time:

	
	
	

	Location:
	
	
	

	Attendees:
	
	
	


FINANCIAL HEADINGS/AGENDA POINTS TO CONSIDER ADDING IF RELEVANT

1. Previous Action Items:

· Review any action items from previous meetings and their status.

2. Market/Industry Update:

· Summarise the latest news, trends, and developments in the financial markets or relevant industries.

3. Portfolio Performance Review:

· Assess the performance of the client's investment portfolio, including returns, asset allocation, and risk management.

4. Financial Planning:

· Discuss the client's financial goals, any changes in their circumstances, and adjustments required to their financial plan.

5. Investment Recommendations:

· Present any investment opportunities or adjustments to the client's portfolio based on their financial goals and risk tolerance.

6. Risk Assessment:

· Evaluate the risk factors associated with the client's investments and propose appropriate risk mitigation strategies.

7. Retirement Planning:

· Review the client's retirement goals and progress, including strategies for maximizing savings and optimising retirement income.

8. Tax Planning:

· Discuss tax implications, tax-efficient strategies, and any updates in tax regulations that may impact the client's financial situation.

9. Estate Planning:

· Address estate planning matters, including wills, trusts, and beneficiaries, to ensure the client's assets are properly protected and transferred.

10. Insurance Analysis:

· Evaluate the client's insurance coverage, identify any gaps, and recommend appropriate insurance products for risk management.

11. Action Items:

· Document the action items agreed upon during the meeting, assigning responsibilities and setting deadlines.
12. FCA minimum recommendations for MiFID II meetings:

· Relevant information about the client order, including the price, volume, type of order and when it shall be transmitted or executed.
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