Meeting Minutes Template
Top of Form
Name of Group: 

Date: 

Memorandum: 

From: 

Subject: 

Attendees

The following personnel were present at the stated meeting.

Call to Order

(Person that is calling meeting) called the meeting to order at (time of day) at the location of

(location of meeting)

Board Elections (if applicable)

Prior Minutes Approved

(Person making motion to approve prior minutes) moved to approve the minutes of the (date) meeting(s).  (Person seconding the motion), which passed unanimously.

Board Discussion

Open Discussion

Adjournment

The Meeting adjourned at (Time). The next regularly scheduled meeting will be held on (Date) at the location of (Place).

Approval

Signed by: 

Title: 

Date: 
Bottom of Form
