
  

 

Purpose of Meeting: ________________________________________________ 

Date: ______________ Time: ________________ Location: _______________ 

Attendees: Please see attached sign-in sheet 

Who Presided: _______________________________________ 

Were Previous Minutes Read and Approved? Yes _____ No ____ N/A ____ 

Time Adjourned: _______________ 

Business Conducted: 

1: ________________________________________________________________ 

__________________________________________________________________ 

2: ________________________________________________________________ 

__________________________________________________________________ 

3: ________________________________________________________________ 

__________________________________________________________________ 

4: ________________________________________________________________ 

__________________________________________________________________ 

5: ________________________________________________________________ 

__________________________________________________________________ 

 

Recorded By: ___________________________ 
    (Print Name) 

 

Signature: _____________________     Date: __________________ 
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