<Corporation Name>

Meeting Date <mm/dd/yyyy>

<CORPORATION Name>
Meeting Minutes
Meeting Date: <mm/dd/yyyy>
Meeting Location: <Location>
Approval: <Date>
Recorded By: <Recorder's Name>
1 Attendance
	Name
	Title
	Organization
	Present

	<Name>
	<Title>
	<OPDIV/Bureau/ETC>
	<Y/N/Phone>

	
	
	
	

	
	
	
	


2 Meeting Location

Building:

Conference Room:

Conference Line:

Web Address:
3 Meeting Start

Meeting Schedule Start: <HH:MM>
Meeting Actual Start: <HH:MM>
Meeting Scribe:  <Name>
4 Agenda
· <Agenda Item 1>
· <Notes on discussion>
· <Agenda Item 2>
· <Notes on discussion>
· <Agenda Item 3>
· <Notes on discussion>
· <And so forth…>
5 Meeting End

Meeting Schedule End: <HH:MM>
Meeting Actual End: <HH:MM>
6 Post Meeting Action Items
	Action
	Assigned To
	Deadline

	<Action Item>
	<Assignee>
	<mm/dd/yy>

	
	
	

	
	
	

	
	
	


7 Decisions Made

[Document any decisions made during the meeting

· Decision 1

· Decision 2

Etc.]

8 Next Meeting

Next Meeting: <Location> <Date> <Time>[image: image1][image: image2][image: image3]
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