SAMPLE MINUTES TEMPLATE

Committee Name

Date (Day Month dd, yyyy)

Meeting Time

Meeting Room

Meeting Building

Members Present: Member Names, Title [optional];
Members Absent: Member Names, Title [optional];
Ex-Officio Members Present: Member Names, Title;
Ex-Officio Members Absent: Member Names, Title;

Guests Present: Member Names, Title [optional];
Call To Order - Presenter, Position/Role

Agenda Item 

Agenda Item minutes

1. Sub Item

2. Sub Item (url/file example/link)

3. Etc.

Additional Notes
Agenda Item Etc.

Old Business

Old Business minutes

New Business

New Business minutes

Adjourn

Minutes submitted by - Presenter, Position/Role, Date

