<<Committee or Group Name>>
Meeting Minutes
<<Date, Time>>
<<Location>>
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	Team Member Name/Role
	Phone #
	E-mail Address

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Proposed Agenda
· Review and approve previous meeting's minutes.

· Review outstanding action items.

· Old Business
· Discussion Item 1.

· Discussion Item 2.


· New Business

· Discussion Item 1.

· Discussion Item 2.

· Summarize meeting and review new action items.

· Plan next meeting's agenda.

Discussion
Topic 1
· xxx

· xxx

· xx
Topic 2

· xxx

· xxx

· xx

Topic 3

· xxx

· xxx

Action Items

	Action Item/
Issue/
Question
	Person(s)
Assigned
	Date
Created
	Date Due/
Resolved
	Comments

	
	
	
	
	


