
WORKSHEET  
Meeting Record 
 
Keeping a record of your meetings can help you keep track of important 
decisions and discussions.  Having this information “at a glance” can keep a 
meeting moving forward. 
 
 
Name of Committee: 
 
Number of Members: 
 
 

 
Date 

 

 
Number 

Attending 

 
Comments (agenda items, discussions, decisions) 

 
 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


