Meeting Title

Date:  





     Location:  






Time:  

Attendees: 
	Topic / Time


	Information, Input or Decision
	Purpose
	Outcome / Action / Notes
	Status

	Welcome/Introductions


	 FORMCHECKBOX 
 Information

 FORMCHECKBOX 
 Input

 FORMCHECKBOX 
 Decision
	Welcome
	
	 FORMCHECKBOX 
 Complete

 FORMCHECKBOX 
 Carryover

 FORMCHECKBOX 
 Table

	Topic for Discussion
6:00 – 6:30pm

	 FORMCHECKBOX 
 Information

 FORMCHECKBOX 
 Input

 FORMCHECKBOX 
 Decision
	
	
	 FORMCHECKBOX 
 Complete

 FORMCHECKBOX 
 Carryover

 FORMCHECKBOX 
 Table

	Topic for Discussion
6:30 – 6:40pm

	 FORMCHECKBOX 
 Information

 FORMCHECKBOX 
 Input

 FORMCHECKBOX 
 Decision
	
	
	 FORMCHECKBOX 
 Complete

 FORMCHECKBOX 
 Carryover

 FORMCHECKBOX 
 Table

	
	 FORMCHECKBOX 
 Information

 FORMCHECKBOX 
 Input

 FORMCHECKBOX 
 Decision
	
	
	 FORMCHECKBOX 
 Complete

 FORMCHECKBOX 
 Carryover

 FORMCHECKBOX 
 Table

	
	 FORMCHECKBOX 
 Information

 FORMCHECKBOX 
 Input

 FORMCHECKBOX 
 Decision
	
	
	 FORMCHECKBOX 
 Complete

 FORMCHECKBOX 
 Carryover

 FORMCHECKBOX 
 Table

	Wrap up/Questions/next meeting

7:50 - 8pm
	 FORMCHECKBOX 
 Information

 FORMCHECKBOX 
 Input

 FORMCHECKBOX 
 Decision
	Any questions/concerns that have not been addressed?

Wrap Up of Meeting


	Meeting adjourned. 
	 FORMCHECKBOX 
 Complete

 FORMCHECKBOX 
 Carryover

 FORMCHECKBOX 
 Table


X’s for boxes: If you don’t have the Developer tab showing for your Word document, here’s how you get it.  Open your agenda template.  Click your Office Button (top left corner w/4 colored squares).  Click Word Options (bottom right on opened box). Choose Show Developer Tab in the Ribbon.  Now, click on box in your form, click Developer tab, Properties, under Default Value choose checked.  Or, right click on box and choose Properties.

