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Company: 
MEETING MINUTES TEMPLATE
Department:


Organizer:                         
Date/Time: 9/29/2007 2:34:02 PM

Meeting Subject:
< Subject >

Meeting Location:
< Location >
Meeting Summary:
< Meeting Overview >
Meeting Goal:
< Goal > 

Special Instructions:
< Instructions or rules >
	Invited Participants:
	Present
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MEETING MINUTES

1) Previous Minutes
< Time Stamp > 
· Points
2) Main Topic
< Time Stamp >
· Points
a) Sub Topic
< Time Stamp >
· Points
3)         Any other business
< Time Stamp >
· Points
FOLLOW UP MEETING:

Title:    <Title>
Time:   <Time>
Venue: <Location>
Notes:  <Notes>
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