
	Friends of _____ Meeting Notes



	Location:
	[bookmark: _heading=h.gjdgxs][Address or Room Number 
*Planning Tip*Remember to hold your meeting in a publically accessible space. Consider an online option for Covid-19 safety and for those who cannot attend in person.]

	Date:
	[Meeting Date
*Planning Tip* Remember to advertise your meeting publically at least two weeks in advance.]

	Time:
	[Meeting Time
*Planning Tip* Pick a meeting time that works for people who are working and/or have children.]


Attendees: [List the names of the people at the meeting]
Topics discussed: 
1. Topic One: [Add your text here]

2. Topic Two: [Add your text here]

3. Topic Three: [Add your text here]


	Action Steps: [use this space to highlight tasks that need to be completed before the next meeting, and who will complete the tasks]
· Action step 
· Action step 


Next meeting date, time, location
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