General Meeting Minutes Template


Mentee name: 

__________________________________________________________________

Mentor name: 

__________________________________________________________________

Meeting Date: ______________________________________________________
 
Meeting Time: ________________________________________




1. Comments on previous minutes: 





2. Update on outstanding action item:

Discuss any issues/challenges that may have been encountered.





3. New Topics to be discussed: 






4. Other business: 











5. Action Items:


	Item Number:
	Action Item:
	Date Created:
	Assigned to:
	Status:
	Due Date:
	Comments:

	1
	Example: Mentee to determine networking events that are beneficial to attend.
	May 1, 2014
	Mentee
	Open
	May 15, 2014
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	




6. Wrap up and next meeting date: 
[bookmark: _GoBack]

Minutes accepted by:

Mentor:    _________________________________________

Mentee:   _________________________________________

Date:	    _________________________________________
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