MINUTES OF A MEETING

Present

Supply the names, titles and departments of those persons attending the meeting.

Apologies

List those who could not attend the meeting and who have notified the minute keeper.

Minutes of the last meeting

Signed off by the chair of that meeting. If a meeting of directors, it must be signed by all directors.

Matters Arising

Could be any unfinished business:

Agenda Items

1. (Item for disucssion) (Name of person who raised it). (Name of person to take action)

2.

3.

4.

5.

6.

7.

8.

9.

Other Business

Any other business, which a member wishes to raise but which is not on the agenda.

Date of next meeting

Supply the date, time and venue of the next meeting.

