Meeting Minutes
 
Opening:

The regular meeting of the MACROBUTTON DoFieldClick [Name of Organization/Committee] was called to order at MACROBUTTON DoFieldClick [time] on MACROBUTTON DoFieldClick [date] in MACROBUTTON DoFieldClick [location] by MACROBUTTON DoFieldClick [Meeting Chair].

	Date:  
Time:    

Location: 

	Meeting Facilitator: MACROBUTTON DoFieldClick [Name of meeting facilitator]

	Invitees:  



	Attendees:   




	Meeting Agenda  (to be prepared before the meeting)

	1. Open issues

1. MACROBUTTON DoFieldClick [Description of open issue]
2. MACROBUTTON DoFieldClick [Description of open issue]
3. MACROBUTTON DoFieldClick [Description of open issue]
2. New business

4. MACROBUTTON DoFieldClick [Description of new business]
5. MACROBUTTON DoFieldClick [Description of new business]
6. MACROBUTTON DoFieldClick [Description of new business]



	Minutes (to be distributed after the meeting)

	Was the agenda unanimously approved as distributed ?

Were the minutes of the previous meeting unanimously approved as distributed?

Notes about the discussion……

Below are, the issues discussed the decisions taken and the actions plan decided.



	Issues

	Issue Description
	Impact
	Action Required?

	
	
	

	
	
	

	 
	 
	 

	Decisions

	Decision Made
	Impact
	Action Required?

	
	
	

	
	
	

	
	
	

	
	
	

	

	Action Items for Follow Up

	Tasks Assigned to Implement the Actions Required
	Responsible
	Target Date

	
	
	

	
	
	

	
	
	


	Additional Information

	Handouts:
	

	
	

	
	


Adjournment:

Meeting was adjourned at MACROBUTTON DoFieldClick [time] by MACROBUTTON DoFieldClick [Person]. The next general meeting will be at MACROBUTTON DoFieldClick [time] on MACROBUTTON DoFieldClick [date] in MACROBUTTON DoFieldClick [location].

Minutes submitted by:
MACROBUTTON DoFieldClick [Type name here]
Approved by:
MACROBUTTON DoFieldClick [Type name here]
To be published on :   http://groups.google.com/group/eugad-team
