Meeting Minutes Template
Meeting Title:______________ 
Meeting Date:_____________

Present: 

Absent:

(Insert a table for each agenda item)

	Agenda Item 1
	Insert Agenda Item title

	Summary of Discussion/Process


	Insert Summary here. This should be a brief narrative in complete sentences.  Clearly reference materials used in support of the process and where the materials are located

.

	Agreements & Decision Making Process


	Insert Agreements & Process Here. Include what was decided and how it was decided



	Actions
	Insert Action Items Here.  Be specific and measurable



	Accountability
	Insert how you will measure/monitor the Action items and Agreements




	Agenda Item 2
	Example:  Pets in Office Conflict

	Summary of Discussion/Process


	There was a recap by Susan of the tension and conflict that has been growing in the office over the last two weeks, since an employee has been bringing their dog to work allowed by the existing agency policy.  It is the first time in three years that someone has brought their dog to the workplace and newer employees are complaining about dog hair, the dog in the break room, and an employee is complaining of increased allergies.  Discussion used a simple pro’s and con’s list as a technique to gain clarity.  Decision emerged to new policy disallowing animals from the workplace and to eliminate current policy effective immediately.

.

	Agreements & Decision Making Process


	· By consensus minus 2 (1 opposed vote; 1 abstained) agreement was made to revoke existing policy effective immediately 6/02/2009.

· By consensus minus 2 (1 opposed vote; 1 abstained) agreement was made to create a new policy to present at the next meeting.



	Actions
	· Susan will consult with HR Consultants, Inc about boilerplate language, will draft a policy and get their sign off.  Draft policy will be presented at the July meeting.  

· Dan will discuss the suspension of the existing policy and the timeline for the new policy individually with all employees within the next three days and will send an email to the team.


	Accountability
	· Staff Notification will be documented by a copy of the Dan’s confirmatory email.  
· Policy presented at next meeting will be Susan’s accountability measure



Notes  
(Include parking lot issues, deferred agenda items and other notes that would fully describe the meeting)
