(Name of Private Organization)



(Date)

MEMORANDUM FOR (Name of PO)

FROM: (Delegated Individual)

SUBJECT: Meeting Minutes – (Month Year)

1. The ( Name of PO) meeting was held on (date) at (time) in the (Location).The following topics were discussed during the meeting:
· RECURRING BUSINESS:
· Review and approval of previous minutes
· Treasurer’s Financial Report
· New/Departing Members
· Ways and Means Committee
· OLD BUSINESS
· ITEMS FROM MEMBERS
· NEW BUSINESS
· EXECUTIVE MEETING UPDATES
· ADJOURNMENT/NEXT MEETING

(PO Attendance Sheet for (Private Organization)
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