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Chesapeake Bay Program
Science. Restoration. Partnership.

[Meeting Title]
[Month Day, Year]

[Time]
Visit the meeting webpage for meeting materials and additional information.

Purpose: [A short description of your meeting’s goals, primary discussion topics, decisional items, and
anticipated accomplishments. ]

I1.

Minutes

[Item 1]
Lead: [Name(s) of facilitator(s) or presenter(s)]
[A short description of the agenda topic, context, and any expected input from participants. ]

Decisions [required]:
1. [List specific decisions made as a result of the meeting.]

Actions [required]:
1. [List specific follow-up actions, who is responsible for each, and deadlines if applicable.]

Discussion Notes [optional]:
o [Summarize the key points discussed, including major takeaways and concerns. |
e Consider the following examples for capturing the components listed above:

o Example Minutes #1

o Example Minutes #2

[Item 2]
Lead: [Name(s) of facilitator(s) or presenter(s)]
[A short description of the agenda topic, context, and any expected input from participants. ]

Decisions [required]:
1. [List specific decisions made as a result of the meeting. ]

Actions [required]:
1. [List specific follow-up actions, who is responsible for each, and deadlines if applicable.]

Discussion Notes [optional]:
e [Summarize the key points discussed, including major takeaways and concerns.]


https://www.chesapeakebay.net/files/documents/GIT-6-Minutes-06042025_2025-06-06-121756_kpby.pdf
https://www.chesapeakebay.net/files/documents/TCW-Final-Meeting-Minutes-08.14.2024_2024-09-11-164607_ilrj.pdf

III.  [Item 3]
Lead: [Name(s) of facilitator(s) or presenter(s)]
[A short description of the agenda topic, context, and any expected input from participants. |

Decisions [required]:
1. [List specific decisions made as a result of the meeting.]

Actions [required]:
1. [List specific follow-up actions, who is responsible for each, and deadlines if applicable.]

Discussion Notes [optional]:
e [Summarize the key points discussed, including major takeaways and concerns.]

IV.  Wrap-Up
Lead: [Name(s) of facilitator(s) or presenter(s)]

V. Adjourn
Next Meeting: [Month Day, Year, time]

Attendees:
e [List name and organizational affiliation of all attendees. ]



