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XXXXX Meeting

	Date:
	Time:
	Location:


	Formal Agenda
(if any)
	1.  
	2. 


	Attendees:
	1.  
	2.  


	Absent:
	1. 
	2. 


Discussion:

	Note the general discussion and any point of interest that need to be remembered.



Decisions:

	1. 

	2. 

	3. 

	4. 

	5. 

	6. 


Action Items

	Items
	Assigned To:
	Date Due:

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
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