· Date: 

· Chair: 

· Note-Taker:  

· Place: 



Call the meeting to order 

· Are the chair & note-taker there? 

· Check in - ask how everybody's doing. 

· Have everybody say their name (important at Council meetings.) 

· Note-taker: Include these names under attendance

· You can delete this section from the minutes. 

Attendance 

List participants here. 

Old Business 

Copy these from the prior meeting's minutes. 

Person responsible should report on status: Done, In Progress, Carryover, Hand Off, or Drop. For items not completed, see Carryovers. 

Item A

· Presenter's name 

· Summarize presentation 

· Record conversation & action items, if any

Item B

· Etc.

Reports 

Reports from other working groups. Use headings with equal signs, like this: 

Report A

· presenter's name 

· summarize and/or link to report 

· Record conversation, and action items (if any)

New Business 

Item A

· Presenter's name 

· Summarize presentation 

· Record conversation & action items 

Review Action Items
Next Meeting 

· Date and time: 

· Place: 

· Unfinished business for the next meeting? 

Cheat Sheet for Running the Meeting 

· Proposals and decision process: 

· Ask: Are there any clarifying questions? 

· Ask: Do we seem to have agreement? 

· Ask: Are there any remaining concerns? 

· Ask: Anyone blocking this? 

· Are we sending this to a committee? (Or other group for further action?) 

· If it's a go-ahead note what steps we need for implementation (and who is going to do them). 

· Before moving on to the next topic: 

· It is often useful to have the scribe read back the decision or summarize the sense of the discussion so far. 

· This confirms that we all agree about what was decided or at least where the conversation is at this point, and it prevents us from needing to rehash things the next time the subject comes up. 

Adapted from: http://wiki.freegeek.org/index.php/Meeting_Template
