 MACROBUTTON "" [NAME OF ORGANIZATION/COMMITTEE] 
Meeting Minutes

September , 2006
Opening: 


The regular meeting of the  MACROBUTTON "" [name of organization/committee] was called to order at  MACROBUTTON "" [time] on  MACROBUTTON "" [date] in  MACROBUTTON "" [location] by  MACROBUTTON "" [Meeting Chair].

Present:


 MACROBUTTON "" [list of attendees] 
1. Approval of Agenda

The agenda was unanimously approved as distributed.

(Although this is a standard inclusion in the minutes, this will not be part of your minutes simply because it is not a flexible element.)

2. Approval of Minutes

The minutes of the previous meeting were unanimously approved as distributed.

(Although this is a standard inclusion in the minutes, this will not be part of your minutes for Meeting 1, as there had been no prior meeting.)

3. Objective

State what the meeting was to accomplish.

The meeting was convened in order for everyone to familiarize themselves with everyone in the group and know what resources each person brings to the group.

4. New Business

Summarize the discussion outlining the problems and solutions reached.

4.1 Everyone took turns answering the four questions listed in point 4.  

John mentioned that he is very organized and is able to look at problems systematically.  He is focusing on management techniques that are taught in his program because eventually he wished to become at project manager in construction.  John was given the opportunity to observe what that kind of job entails by the construction company that he worked for all summer.  He has created a small deck building company named Decked Out where he can acquire valuable experience.  Eventually his goal is to manage large projects such as shopping centers and other commercial projects.

5. Tentative Agenda for Next Meeting

List the items to be added to the next meetings.  General tasks to be completed or changes to be affected can be listed in this section

Too much time was spent on the earlier points:  the chairperson should be more careful with his/her time management.

Not enough suggestions were generated for point 6.  Group members will provide the secretary with at least three more suggestion in writing before the next class.

Adjournment:



Meeting was adjourned at  MACROBUTTON "" [time] by  MACROBUTTON "" [person].  

Minutes submitted by:
 MACROBUTTON  NoMacro Type name here 
Approved by:


 MACROBUTTON NoMacro Type name here 
