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ADPH Accreditation Project Meeting Minutes
Public Health Accreditation Board (PHAB)

Project Meeting Minutes
Initial Planning Meeting for Prerequisites

Meeting Arrangements:
Date: 
[meeting date]
Scheduled Time:
[scheduled meeting times]
Meeting Location: 
[meeting location]
Attendance in Person:
[record attendees by organization being represented, in alphabetical order and attendees in alphabetical order by last name]
Attendance via Conference Call:
[record attendees by organization being represented, in alphabetical order and attendees in alphabetical order by last name] [record “none” if no attends via this medium]
Meeting Chair:
[name of person chairing meeting]
Call to Order:
[actual meeting start time]
Adjournment:
[actual time of meeting adjournment]
Agenda Item 1: Approval of the Minutes of [date] Meeting

[note, if this is the first meeting of the group, this agenda item should be omitted]
[The Chair should call for a motion to approve the minutes as amended, a second, and call for a vote. The maker of the motion and the person seconding the motion should be recorded.]
Agenda Item 2: Old Business
[what was discussed and concluded]
Agenda Item 3: First Item of New Business
[what was discussed and concluded]
Agenda Item 4: Second Item of New Business
[what was discussed and concluded]
[repeat agenda item heading and subheadings through the last item of new business]

[what was discussed and concluded]
[the last agenda item before the recording of Actions is “Next Meeting”]

Agenda Item [n]: Next Meeting
Date: 
[meeting date]
Scheduled Time:
[scheduled meeting times]
Meeting Location: 
[meeting location]

