
 
 

Heading 1—Title of 

Meeting 
Heading 2—Meeting Agenda 

Time 
Date 

Location 

 

Heading 3—Attendee List [Optional] 

 

 Name  Name  Name 

1  9  17  

2  10  18  

3  11  19  

4  12  20  

5  13  21  

6  14  22  

7  15  23  

8  16  24  

 

Time Item Notes 

   

   

   

   

   

   

   

   

 

NOTE—ADD PROPERTIES 

To make your content appear in search engine 

results, add relevant metadata like the title, 

subject, and author (use the OSPI program for 

the author field). See Add Properties to PDF and 

Word 

Delete this textbox after updating the document 

properties. 

https://waospi.sharepoint.com/sites/File_Center/File_Library/Add-Properties-to-PDF-and-Word.pdf
https://waospi.sharepoint.com/sites/File_Center/File_Library/Add-Properties-to-PDF-and-Word.pdf



