TEXAS STATE TECHNICAL COLLEGE HARLINGEN
Committee Name Here

Name of Building and include Room
Meeting Day and Date – Meeting Time

SAMPLE MINUTES
Members Present: List everyone who attended the meeting. Include the title if they are Chair, Vice Chair, Recorder, or Ex-officio.
Members Absent:  List everyone who is a member of the committee but didn’t attend. Include whether they are Excused (called ahead with excuse), or Unexcused (didn’t notify you; didn’t attend).  

Guests Present:  List all guests with their title and department.

I. Routine Business
A. Call Meeting to Order

B. Agenda Review

C. Approval of Minutes (include previous meeting date)
II. Presentations/Reports

A. Report on…
III. Discussion Items

A. The committee members discussed…
B. Open

IV. Action Items

A. The committee members decided to….
B. The committee members set the next committee meeting for (Date) at (Time). 

There being no further business, the meeting was adjourned at (Time).
Respectfully submitted by:  (This line is optional.)
(Recorder’s name here)  (Must state name of the record somewhere at the end. Advisory Minutes must also include recorder signature.) 
