


COMMITTEE MEETING NOTES
Meeting Details:
	Team Name:
	[bookmark: Text2][Event Committee]

	Date:
	[Date]
	Time:
	[bookmark: Text1][Time]

	Venue:
	[Venue]


Attendee’s:
	[bookmark: Text3]☐ [Name] [Designation]
	
	☐ [Name] [Designation]

	☐ [Name] [Designation]
	
	☐ [Name] [Designation]

	☐ [Name] [Designation]
	
	☐ [Name] [Designation]

	☐ [Name] [Designation]
	
	☐ [Name] [Designation]


Guest Attendance:
	[bookmark: Text7][Name]
	[Affication]

	[Name]
	[Affication]

	[Name]
	[Affication]

	[Name]
	[Affication]


Budget and Financials:
	Project
	Total Budget
	Resource

	[bookmark: Text8][Project 1]
	[Budget 1]
	[Source of budget/ loan from]

	[Project 2]
	[Budget 2]
	[Source of budget/ loan from]

	[Project 3]
	[Budget 3]
	[Source of budget/ loan from]


Next Meeting:
	Date:
	[Date]	[bookmark: Text15]Submitted by: [Name of person taking meeting notes]

	Time:
	[bookmark: Text14][Time]
	[bookmark: Text16]Approved by: [Name of person who approves meeting minutes]

	Venue:
	[Venue]
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