MEETING NOTES
	[bookmark: _Hlk135223938]Date
	Time
	Location

	[Date]	[Time]
	[Location]


Attendees: 
[Organization Logo]		[Organization Address]
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☐ [Name]
☐ [Name]
☐ [Name]
☐ [Name]
☐ [Name]
☐ [Name]

Guest Attendance: 
	Guest Name
	Position
	Company Name

	[bookmark: Text13][Name]
	[bookmark: Text12][Position]
	[bookmark: Text15][Company Name]

	[Name]
	[Position]
	[Company Name]

	[Name]
	[Position]
	[Company Name]


Action Items
	Action Items
	Follow-Up Tasks
	Deadlines

	[Items]
	[Task]
	[Date]
	[Items]
	[Task]
	[Date]
	[Items]
	[Task]
	[Date]

Next Meeting
	Date
	Time
	Location

	[Date]	[Time]
	[Location]


Adjournment
· 
· [Adjournment]
· [Adjournment]
· [Adjournment]
· [Adjournment]
· [Adjournment]
· [Adjournment]

[bookmark: Text9]Submitted by: [Name of person taking meeting notes]
[bookmark: Text10]Approved by: [Name of person who approves meeting minutes]
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