​​Martin Community College
(Name of Committee) Meeting Minutes
 
	​​Location:​  
	​​ 

	​​Date & Time:​  
	​​​ 

	​​Attendees:​  
	​​ Name of Attendee, Title

	​​Recording Secretary:​  
	​​​  


 
​​Agenda Items​ 
I. ​​Call to order​ 
II. ​​Roll call​ & Verify quorum
III. ​​Approval of minutes from last meeting​  
IV. ​​New business​  
V. ​​Old business​  
VI. ​​Next Meeting
VII. Adjournment​  

Respectfully submitted by: ______________________________
(Signature of Recording Secretary)


This is a Meeting Minutes Template. All sections above must be present on each agenda and meeting minutes submitted for placement on the Intranet. You may add a section, but you may not delete any sections listed above. For example, some agendas include a section after old business titled Next Steps that summarizes identified actions and the responsible person for those actions, so the persons know they will be reporting on these actions at the next meeting.
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