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Meeting Minutes Template
	Meeting Purpose:
	[Reason or Occasion of Meeting]

	Meeting Date: 
	[Date of the Meeting]

	Meeting Time: 
	[00:00 AM/PM] Called to Order – [00:00 AM/PM] Adjourned

	Meeting Location: 
	[Room or Place of the Meeting]

	Meeting Chair:
	[Person running the meeting goes here]

	Attendees:
	[Names of attendees goes here]

	Minutes Issued By: 
	[Person writing this goes here]



	Approval of Agenda
	1st by [XX], 2nd  by [XX] | 0-0-0

	Approval of Minutes
	1st by [XX], 2nd  by [XX] | 0-0-0



Chairperson’s Report –
· 
Vice Chairperson’s Report –
· 
Advisor’s Comments –
· 
Old Business –
· 
New Business – 
· 
Announcements –
· 
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