Meeting Minutes
	INFORMATION OF MEETING

	Objective:

	Date:
	Location:

	Time:
	Meeting Type:

	Facilitator:
	Timekeeper:

	Note Taker:

	Attendees:

	ACTION ITEMS 
	RESPONSIBLE
	DUE DATE

	1 [List Action Item 1] 
	[Name]
	[Date]

	2
	
	

	3
	
	

	DECISIONS MADE: (What, Why, Impacts)

	1.   [List and describe decision made]

· [Provide additional description of or information about the decision]
2.   [List and describe decision made]

· [Provide additional description of or information about the decision]


	DISCUSSION: (Items/Knowledge Shared)

	[Itemize and describe discussion point]

· [Provide additional details about the discussion]
[Itemize and describe discussion point]

· [Provide additional details about the discussion]
PARKING LOT: [Describe any items that may have been deferred for a later discussion] 

1. [Itemize and describe parking lot topic] 



	MISCELLANEOUS ITEMS:

	[Itemize and describe any additional miscellaneous items]

· [Provide additional details about the miscellaneous items]

[Itemize and describe any additional miscellaneous items]

· [Provide additional details about the miscellaneous items]




	DATE AND TIME OF NEXT MEETING:


	


	APPROVAL OF MINUTES
	
	
	
	DATE OF APPROVAL


