Sonoma State University Sub/committee Full Name (Abrv.) Meeting Minutes
Meeting Date (Format = Month Day, Year)
Scheduled Start Time XX:XXpm-End Time XX:XXpm; Location/sAttendees: (members present, full name); Proxies: (if applicable); Absent: (members w/o proxy); Guests: (non-member presenters)

Adoption of Agenda – (Result)
Minutes of (Date of minutes draft for approval) – (Result)
Information Items & Announcements:
· (“Info:” precedes information items to signal the difference; Announcements have no prefix. An Information Item is usually an item for which a document or other meeting material has been provided in the packet, whereas an announcement does not require additional meeting materials to be provided beyond the agenda document)
Business Items:
· Item – Presenter; Time Certain
· (content key points or summary)
· Discussion: 
· (discussion content key points or summary)
· Result: (Result)
Special Reports & Discussion Items:
· Item – Presenter; Time Certain
· (content key points or summary)
· Questions & Comments:
· (questions and comments key points and/or summary)
Standing Reports:
· [bookmark: _Hlk147993976]Report Giver Role and/or Area – First Initial. Last Name
· 
Occasional Reports:
· Report Giver Role and/or Area – First Initial. Last Name
· 
Meeting Motions:
· Motion: (motion-er name): (motion text); Second: (second-er name); Result: (Result)
Next Steps or Carry Over:
· (Postponed items, foreseen future items as a result of this meeting, 2nd readings, etc.)
Good of the Order:
· Item – Presenter (First Initial. Last Name)
Adjourned.
Meeting Minutes prepared by: (Minute Taker First Initial. Last Name)
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