
Meeting Minutes Template

Name of Group  :                                                                

Date :                                                                

Memorandum :                                                               

From  :      

Subject :     

    
Attendees

The following personnel were present at the stated meeting.

Call To Order

  called the meeting to order at  at the location of

Board Elections (if applicable)



Prior Minutes Approved

Board Discussion

Open Discussion



Adjournment

The Meeting adjourned at  .  The next regularly scheduled meeting 

will be held on   at the location of 

Approval

Signed by:               
Title:       
Date:       
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