TOTM005                                               Meeting Minutes Worksheet                                                                  May 2007

	Subject:                
	Date:  

	Location:             
	Start / End Time:      

	Facilitator:      
	Recorder:  

	Agenda (insert additional rows, if necessary)


	Item #
	Topic
	Objective
	OPR
	Time

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	Summary (insert additional rows, if necessary)

	Item #
	Remarks

	1
	

	2
	

	3
	

	4
	

	5
	

	Current Action Items (insert additional rows, if necessary)

	Action #
	Action/Status
	OPR
	Suspense

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	New Action Items (insert additional rows, if necessary)

	Action #
	Action
	OPR
	Suspense

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Attendees (insert additional rows, if necessary)

	Name
	Office
	Name
	Office
	Name
	Office
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