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	Title: 
	Meeting title 

	Date 
	Month, Day, Year
	TIME:
	From: To:

	Location:
	


	ATTENDEES / MEMBERSHIP

	NAME
	TITLE/DEPARTMENT
	MEETING ROLE
	ATTENDANCE

	1
	
	
	Chair
	(

	2
	
	
	Recorder
	Regrets

	3
	
	
	Voting
	Proxy

	4
	
	
	Non-Voting
	No-show

	5
	
	
	Observer
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	


	MEETING CONTENT
	ACTION ITEMS: Complete during/following meeting

	TOPIC/THEME
	PRESENTER
(TIME)
	PURPOSE 
(DISCUSSION, DECISION, INFORMATION)
	NOTES / ACTION (CONTEXT STATEMENT + ACTION/ITEMS)
	RESPONSIBLE
	DUE

	1
	Territory Acknowledgement
	Chair
	
	
	
	

	2
	Approval of Agenda
	Chair 
(5 Min)
	Discussion
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	Adjournment
	
	
	
	
	


	PARKING LOT / THE BEACH / PUT A PIN IN IT
	

	Topic: Track “off-topic” content for further follow-up
	What we will do with it

	1
	
	· Defer to next meeting/ Add to next agenda

· Schedule a separate / subsequent meeting to discuss

· Add to standing list of discussion topics

· Assign as an action item

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	
	
	


	RSVP via Exchange Calendar or via email to
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