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Sample Format: Meeting Minutes 
 
 

Date:   Attendees:    
 

Start Time:     
     

 
End Time:     

 
 

Old Business: discussions, decisions 
 
 

1.     

2.     

3.     

4.  

New business: discussions, action items (with responsibilities) 

1.     

2.     

3.     

4.   

 

Speaker/Program Description: __________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 
 

Recognition: ________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 
 

Next Meeting Date: Time: Location:    
 

Items for Next Agenda:    
 

Recorder:     
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