			<your logo>	                Meeting Notes
                     






Meeting Name:
Meeting Coordinator:

Meeting Date:

Meeting Purpose: <Give a brief explanation of the meeting’s purpose. This space may not be needed if this is a re-occurring meeting and the attendees are well acquainted with its purpose. >


[bookmark: _GoBack]Attendee List: <List those who attended the meeting>


Notes:: 

· Blah
· Blah
· Blah


Action Items: <List the action items >

	
	Action Item
	Owner
	Due Date
	Status To Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	









1
3/1/20			Confidential

