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Use this as the cover sheet for your meeting minutes. On a separate piece of paper, 
write down the important points of your discussions and staple this to the front. 
 
Meeting Date: _________________________   Time: ___________________________    
 
Note Taker’s Name: ______________________________________________________ 
 
Date of the next scheduled meeting: _______________________________________   
 
Members in Attendance:   
___________________________   ___________________________ 
___________________________   ___________________________ 
___________________________   ___________________________ 
___________________________   ___________________________ 
___________________________   ___________________________ 
___________________________         ___________________________ 
 
Agenda Topics for this Meeting: 
 

• __________________________________________________________ 
• __________________________________________________________ 
• __________________________________________________________ 
• __________________________________________________________ 
• __________________________________________________________ 
• __________________________________________________________ 

 
Agenda Topics for Next Meeting: 
 

• __________________________________________________________ 
• __________________________________________________________ 
• __________________________________________________________ 
• __________________________________________________________ 
• __________________________________________________________ 
• __________________________________________________________ 

 

Going Public Guide 
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