Meeting type or purpose of meeting

Association name

Date:

Location: (institution, city, building and room)

In Attendance: (name, institution)

Absent:  (if group is a specified committee or board)

Meeting called to order at: (start time)

By:

Agenda items:

· Reading of previous minutes—there should be a motion and second to accept as read, or accept with revisions noted (note who’s making the motion and second)

· Old Business

· New Business

· Committee reports—list name of committee, presenter and topic

· Decisions and assignments (also called resolutions):  record details of assignment, and name of person who will take action

· Business to carry over to next meeting

· Motion to adjourn made by:

· Motion to adjourn seconded by:

End time:

Minutes respectfully submitted by:

Date:

