	MEETING NOTES


Purpose of Meeting:

Attendees:
	 [Name] [Designation]
	
	 [Name] [Designation]

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

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


Goals:
[bookmark: Text10][Goal]
Agenda:
Date:	[Date]
Time:	[Time]
Location:	[Location]

· 
[image: ]pg. 1
· [bookmark: Text9][Agenda item]
· [Agenda item]
· [Agenda item]
· [Agenda item]
· [Agenda item]
· [Agenda item]
· [Agenda item]
Actions items:
	[bookmark: _Hlk135158836]Item
	Assigned To
	Deadline
	Status

	[bookmark: Text11][Task Name]
	[Name]
	[Date]	 In progress   Complete

	[Task Name]
	[Name]
	[Date]	 In progress   Complete

	[Task Name]
	[Name]
	[Date]	 In progress   Complete     


Discussion topics:
	Time
	Item
	Presenter
	Notes

	[bookmark: Text3][Time]
	[Item]
	[Presenter]
	Add notes for each discussion topic

	[Time]
	[Item]
	[Presenter]
	Add notes for each discussion topic

	[Time]
	[Item]
	[Presenter]
	Add notes for each discussion topic


[bookmark: Text8]Prepared by: [Name]
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