[bookmark: Text1]Instructions for General Meeting Minutes
I. Purpose
This template was developed by the Re-Accreditation Preparation (QI) Project Team to enhance local health department effectiveness and consistency in documenting meetings.  This will serve to assist in evidence collection during preparations for initial and re-accreditation. 
II. How do I use this template?
· When transcribing by hand or recorder, use this template as a checklist or guide to ensure accreditation reporting standards are met.
· Transfer handwritten or recorded minutes to this template in order to ensure compliance.
· Follow the prompts provided in the shaded fields (i.e. click once in shaded field to type required information.)
· This template is intended to be flexible and can be altered to fit the needs of the agency. At the very least, the following items should be included:
· Agency Title
· Meeting Group
· Date and Time
· Members Present and Absent
· Who recorded the minutes

III. Helpful Hints…
· Be sure to attach or reference appropriate report/presentation/documentation
· Not all meeting minutes have to be formally approved.
· To ease evidence collection and accreditation preparations, be sure to document applicable benchmark activity number(s) in the appropriate field. 
· For example:  when completing Epi Team meeting minutes, you would reference “Benchmark Activity 2.4 and 7.7” in the appropriate field.


<click once to type...Agency Title>
<click once to type...Meeting Group/Title>
<click once to type...Date and Time>
<click once to type...Location>
<click once to type...if applicable, include any corresponding benchmark activity number(s)...if not, delete this field>
	Present
	<click once to type...List names of all members present>


	Absent
	<click once to type...List names of all members present, if no members are absent, delete this field>


	Topic
	Discussion
	Follow-up
	Person(s) Responsible
	Deadline

	Welcome/Introduction

	
	
	
	

	Approval of Meeting Minutes (if applicable)
	
	
	
	

	Old Business 
<click once to type...List topic>

	
	
	
	

	New Business 
<click once to type...List topic>

	
	
	
	

	Adjournment

	
	
	
	

	Next Meeting

	<click once to type...Be sure to include date, time, and location>
	
	
	


[bookmark: Text8]Minutes recorded by:	<Click once to type...Name>
