
 
 

Effective Meetings Quick Reference: Meeting Minutes 
 

Organization Name: ___________________________________________________ 

Meeting Date: ____________________________________________________________ 

Members Present: ______________________________________________________ 

Members Absent: _______________________________________________________ 

Agenda Item Summary of 

Discussion 

Action (if any) Responsible 

Party 

Date 

Due 

1. 

 

    

2. 

 

    

3. 

 

    

4. 

 

    

5. 

 

    

 

Minutes Submitted By:  (Name)____________________________________ 

© 2006 The Leadership Institute - Women with Purpose, Inc.   All Rights Reserved 
 


