Tribal Meeting Summary Notes Template for CNRA Facilitators
Note: This document was produced to support the California Natural Resources Agency (CNRA) and department tribal consultations as part of CNRA’s Tribal Consultation and Stewardship Policies and Toolkits. Please utilize and adapt this template to meet your needs. Review the Tribal Consultation Policy & best practices here.    
Template instructions: This is a template intended to guide CNRA staff in developing summaries from consultation, roundtable, and other meetings to share with participants. It is recommended that staff collate notes taken during the meeting and organize the meeting takeaways into key themes or key topics that came up. Within the key themes, staff should summarize the various perspectives and comments that came up during the discussion. It is not necessary to name the individuals who made particular comments. A draft of this summary should be emailed out to all participants, and participants should be invited to respond with edits if they feel that anything is missing or mischaracterized. A final version of this summary should be shared with all participants once participant edits have been incorporated.
[SUBJECT]
Summary of the [TITLE OF MEETING, EX: TRIBAL CONSULTATION]
Hosted by [HOST NAME]
[DATE OF MEETING]
	Resources and Links Shared During the Meeting:
· [BULLETED LIST OF ANY RESOURCES OR LINKS SHARED DURING THE MEETING, AS WELL AS ANY LINKS TO RESOURCES WHERE PARTICIPANTS CAN GET MORE INFORMATION RELATED TO THE MEETING SUBJECT]



[Theme 1]
· Participants shared that [X]
· Participants expressed [Y]
· Participants asked [Z]
· Agency explained [ZZZ]
· Alternative: Staff committed to finding an answer to this question at the meeting. Staff have since determined [ANSWER TO QUESTION].
[Theme 2]
· Participants shared that [X]
· Participants expressed [Y]
· Participants asked [Z]
· Agency explained [ZZZ]
· Alternative: Staff committed to finding an answer to this question at the meeting. Staff have since determined [ANSWER TO QUESTION].

Next Steps and Actions Items:
· [Summarize action items agreed to in the meeting, with a note of which person/entity is on point for the action item]
· [Note any requests for follow up meeting(s)] 
	
	
	



