[bookmark: _GoBack]XYZ Family Readiness Group Meeting
Month, Day, Year

Present:  (List of those who attend the meeting listing official position held, if applicable.)

Meeting Start Time:  (Actual time meeting began.)

Secretary’s Report:  (Review & accept prior meeting minutes.  Responsible for taking meeting minutes.)

Treasurer’s Report:  (Financial update.)

Round Table:  (A time to share.)

OLD BUSINESS:  (Completed events, or tasks.)
· 

UNFINISHED BUSINESS:  (Outstanding events, or tasks.)
· 

NEW BUSINESS:  (Proposed events, or tasks.)
· 

ASSIGNED TASKS:  (List task, the suspense for the task, and person responsible.)
· 

Next Meeting:  (Date, and time.)

Meeting Adjourned:  (Time.)

Minutes Distribution List:
· Present Attendees
· Commander
· Family Readiness Liaison
· Family Readiness Support Assistant
