Example Meeting Minutes Format

Board Logo

Meeting Name
Meeting Date
Meeting Time

Meeting Location

ATTENDEES

<name, organization>
<name, organization>
<name, organization>
<name, organization>

ACTION ITEMS AND NEXT STEPS

Responsible
Party

Action Items and Next Steps

Date to be
Complete

DISCUSSION ITEMS

Issue

Discussion:

Discussion:

Decision:
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Issue

Discussion:

Discussion:

Decision:

Issue

Discussion:

Discussion:

Decision:

Issue

Discussion:

Discussion:

Decision:

Issue

Discussion:

Discussion:

Decision:

Adapted from the Colorado LINKS for Mental Health Grant Implementation Group Meeting Minutes format
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