[TYPE OF MEETING]

Meeting called by
Type of Meeting
Facilitator
Minute Taker

Timekeeper

{name}
{meeting type}
{name)
(name}

{name)

Date | Time [mm/dd/yy, 00:00] | Location

Attendees {list of names}

Please read {important information}

Please bring  {items to bring}

Agenda Items

Goals:
Topic
[Topic]
e Notes
e Notes
e Notes
[Topic]
e Notes
e Notes
e Notes
[Topic]
e Notes
e Notes
e Notes

[Topic]

Presenter

[presenter]

[presenter]

[presenter]

[presenter]

Time Allotted

[time]

[time]

[time]

[time]



e Notes

e Notes
e Notes
[Topic] [presenter] [time]
o Notes
e Notes
o Notes

Notes & Decisions



