College of San Mateo’s Institutional Planning Committees 

Meeting Summary Template
Recommended fonts and size: 12 pt. Century Gothic or Verdana

[Name of Committee]

Meeting Summary

[Date, Time, and Location]

Members Present: List

Guests Present: list

Action on Agenda: Include brief notations about any changes to the agenda

Action on Meeting Summary: Include brief notations about any changes to the Meeting Summary

Issues Discussed: Include a summary of major points, ideas, and recommendations.  It maybe helpful to organize the summary around the meeting’s agenda items.

Suggestion: This should not be a transcription of every single comment, but a summary of important elements.

Actions Items: This should be a summary of key action items (including decisions.) 

Suggestion: Include information about who is responsible for the action, describe the next steps, and indicate a timeline. A way to organize this section is as follows:

	Discussion
	Action
	Person(s) Responsible
	Timeline

	[insert text]
	[insert text]
	[names]
	[dates]


Agenda for Next Meeting:  List items to be discussed at the next meeting.

Next Meeting: Include date, time, and location. 

Summary Prepared by: Include preparer’s name and date.
