[bookmark: _GoBack]MINUTE TAKING FORM

Complete the form electronically.
After saving a copy for your records, send a copy to: DerkeP@edmonds.wednet.edu
ASAP.
Thank You!

	School
	

	Club Name
	

	Date
	



LIST MEMBERS PRESENT HERE:  (or use separate sheet)



The Meeting was called to order at (time):

Minutes of the previous meeting were read:
      Minutes were approved without modifications

      Minutes were approved with modifications (summarize modifications below)


Write each agenda topic next to the corresponding number; then summarize the discussion.  Add numbers as needed.
1.   
2.   
3.  
4.   
5.   
6.   

The next meeting is scheduled for (date):

The meeting was adjourned at (time):
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