


Electromagnetic Compatibility Society

Technical Committee ‘X’

‘Committee Name’




MEETING MINUTES

Meeting day, Meeting Date, Year

‘Meeting Room’

Meeting Location (City, State, Hotel, etc.)

Start Time to End Time 

1. Welcome & Introductions




Who?

2. Select Recording Secretary




All

3. Sign In Sheet






All

4. Review of Draft Agenda




All

5. Announcements





Who?

6. Old Business

6.1. Item 1






Who?

6.1.1. Sub Item 1




Who?

6.1.2. Sub Item 2




Who?

6.2. Item 2






Who?

7. New Business

7.1. Item 1






Who?

7.1.1. Sub Item 1




Who?

7.1.2. Sub Item 2




Who?

7.2. Item 2






Who?

8. Action Item List





Secretary

9. Adjourn



Note:  Minutes are generated from a modified electronic agenda document.  





The secretary copies the agenda to the minutes file name and the record of meeting progress is recorded by ‘opening’ space below each agenda item and entering activity notes as the meeting progresses.  
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