Example team — fictional names
Meeting minutes — illustrative example
A short launch review
	Date (Hijri)
	Monday, Jumada I 1, 1448 AH

	Date (Gregorian)
	Monday, 12 October 2026

	Time
	10:00 AM UTC

	Place or platform
	Illustrative meeting

	Chair
	Nada (fictional)

	Minutes taken by
	Sami (fictional)



Attendees
•  Nada (fictional)
•  Sami (fictional)

Absent
—

Agenda
1.  Launch plan

Discussion summary
Launch plan
Launch the trial version on Sunday; review the results one week later.
Written illustration; not a real meeting or a speech-recognition result.

Decisions
Decision 1  Launch the trial version on Sunday; review the results one week later. (Nada (fictional))

Action items
	#
	Task
	Owner
	Due

	1
	Send the launch plan
	Sami (fictional)
	Thursday



Approval
	Chair
Name: Nada (fictional)
Signature: ______________________
Date: ______________________
	Minutes taken by
Name: Sami (fictional)
Signature: ______________________
Date: ______________________
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