minutes format sample

MINUTES

Name of Committee/Team

Date of Meeting

Time

Place

Members Present: 

Recorders:

Members Excused: 

Guests: 

	SUBJECT


	DISCUSSION


	CONCLUSIONS,

RECOMMENDATIONS/

ACTION,  EVALUATION/ EFFECTIVENESS
	FOLLOW UP DATE/ PERSON RESPONSIBLE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


