Ombuds of Texas 

Template for Meeting Minutes 

1. List the date and location of the meeting.
2. Note name(s) person(s) facilitating the meeting. 
3. List agenda items/topics and who presents each portion of the meeting.  Minutes are not taken on, ‘Who We Are’, special topics or training.
4. List business items by issue, decisions or actions items and include dates by which actions will be completed.
5. List next meeting date, location, and topics if available.
SAMPLE for February 2010 Meeting
Ombuds of Texas Meeting

February 10, 2009

Marathon Oil, Houston

Meeting Facilitated by: Amos Morale

· Who We Are.  Linda Shaw, Texas Department of Corrections

· Bullying in the Workplace: Implications for the Ombudsman Practice.  Name of Person(s),  Marathon Oil 
Business Portion of Meeting

· Web Coordinators Update.  Beverly Reeves and Walt Krudop
· Issues – decisions/actions and dates
· Announcements
· IOA Certification Testing will take place in Chicago on March 23, 2010

· IOA Conference in New Orleans, April 2010

· Issues – decisions/actions and dates

Upcoming 2010 Meeting Dates

May 12, 2010

August 11, 2010

November 10, 2010
