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A worksheet for taking minutes.

Some helpful tips:

1. Record only the main  idea.
2. Write down motions, who made them, and the results of votes.  
3. Make note of any motions to be voted on at future meetings.
4. Note anyone who arrives at the meeting late or leaves early.
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Attendees: 













Absentees: 
















	Agenda Information:

	Agenda Item: 













Presenter:   









Discussion Details:            











Person Responsible: 











Decision:  


    Action Item:   


    Date Due: 




Any open issues? 














	Agenda Information:

	Agenda Item: 













Presenter:   









Discussion Details:            











Person Responsible: 












Decision:  


    Action Item:   


    Date Due: 




Any open issues? 














	Agenda Information:

	Agenda Item: 













Presenter:   









Discussion Details:            











Person Responsible: 












Decision:  


    Action Item:   


    Date Due: 




Any open issues? 














	Agenda Information:

	Agenda Item: 













Presenter:   









Discussion Details:            











Person Responsible: 












Decision:  


    Action Item:   


    Date Due: 




Any open issues? 













Meeting Minutes Worksheet

