Add Header from Group

Meeting Name Agenda & Minutes
Date of Meeting

Time:
Time
Location: Physical location and online 
Meeting Objective:  Overall meeting objective (i.e. make policy decision, Study collaboration, etc.)
Invited/ Attended

	Name
	Attend
	Name
	Attend

	
	
	
	

	
	
	
	


x- Attended     a- Absent

Agenda

	Time
	Topic
	Leading Discussion
	S/D/G
	Desired Outcome

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


S/D/G = Sharing Information, Decision, Gather Input
Meeting Evaluation
	Well
	Improvements

	
	

	
	


Meeting Minutes

Action Items

	What
	Who
	When
	Comments

	
	
	
	

	
	
	
	


Decisions/Discussion

	Topic
	Decision/ Discussion

	
	

	
	


