Sample Template for Agenda and Minutes of Meeting

Date Time Location

Attendance: Apologies:

Minutes of last meeting (Date )

Proposed by Seconded by
Agenda

1 6

2 7

3 8

4 9

5 10

Review of Action Plan from last meeting

Action Plan

Item Action/Decision | Responsibility | Time Scale | Comments | Proposed | Seconded
No. by by
1

2

3

4

5

6

7

8

9

10

Any Other Business

This is a sample document. No party should take any action based upon the contents of this material without consulting the relevant legislation and,
where appropriate, seeking professional advice or assistance.




