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Ohio Board of Regents
	MEETING NOTES



	Meeting Notes
	<Project Name>

	
	<Meeting Name>

	
	<Date>


	
	Attendees: 

	
	Purpose:


	Handouts:
	· < List the handouts from the meeting, which were distributed. >

	Agenda/Topics Covered: 
	· 


	General Information
	· < Document the topics that were discussed during the meeting. >
· 

	Key Decisions Made
	· <List the decisions that were reached during the meeting.>
· 

	Other
	· <List other pertinent information from the meeting.>   
· 


Action Items

	Item
	Responsibility
	Date Due

	 < List items that need further work that after the meeting. These items would be the outcome of the meeting.>
	<Owner of the item>
	<Date of completion> 

	< Cut and Paste these Actions Items on the next meeting agenda for follow up and review.>
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