Westwood Shores Committee Reporting Form
Committee Name: 
Report Date:
Submitted By:
Meeting Date: 

Members in Attendance (note who is Committee Chairman and Board Liaison):
Members Not in Attendance:
Content (brief summary of meeting):
I. Decisions Made/ Motions Passed (names of who made the motion and who seconded are not needed only outcome of the motion)/ Actions Taken
II. Ongoing Projects & Initiatives/Update Work in Progress
III. Issues, Challenges & Recommendations
IV. Recommendation(s) for Action Made to POA Board (highlight/bold the word “recommendation”)
V. Next Meeting Date

NOTE:  Keep report brief and to the point.  In depth reporting of discussion is not necessary.  Report may be in a narrative or bullet format.
