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	Meeting Title

	Held:
	<Time and date> 

	Location: 
	<Location>

	Present
	<List of people present> 

	Apologies
	<List of people who sent apologies>

	Absent
	<List of people absent>



	1.<Agenda Topic Name>

	Notes:  <notes and decisions in this agenda topic>

	Action Item 
	Responsible 
	Due 

	#1 <Action Name>
(date 1) Action progress history
(date 2) most recent action progress
	<name>
	<date>

	#2 <Action Name>
(date 1) Action progress history
(date 2) most recent action progress
	<name>
	<date>

	<other actions>
	
	

	
	
	

	
	
	



	2.<Agenda Topic Name>

	Notes: <notes and decisions in this agenda topic>

	Action Item 
	Responsible 
	Due 

	#3 <Action Name>
(date 1) Action progress history
(date 2) most recent action progress
	<name>
	<date>

	#4 <Action Name> - CLOSED
(date 1) Action progress history
(date 2) most recent action progress
	<name>
	<date>

	<other actions>
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