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MEETING NOTES                                                          
	Meeting/Project Name:
	#______

	Date of Meeting: 
	
	Start time:
	

	Location:
	
	End time:
	

	Chair:
	
	Minute taker:
	

	Meeting Objective(s)

	1. _____________________

2. _____________________

3. _____________________
	4. _____________________

5. _____________________

6. _____________________

	Attendance

	Present
	Yes/No
	Additional comments:

	DeAlphaKoala
	Yes
	· 4 hours early. Again.___________
· ________     __________________
· ________     __________________
· ________     __________________

	
	
	· 

	
	
	

	
	
	

	Agenda, Decisions, Issues 

	Topic
	Notes/Discussion

	




	

	




	

	
	

	
	

	
	

	
	


	Action Items 

	Work Assigned
	Responsible
	Due Date

	
	
	DD/MM/YYYY

	
	
	DD/MM/YYYY

	
	
	DD/MM/YYYY

	
	
	DD/MM/YYYY


	Action Items 

	Actions Taken
	Description

	
	

	
	

	
	

	
	


	Next Meeting

	Objectives:
	Date: DD/MM/YYYY
	Time:  (     )
	Location:  

	
	Desription:
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