<NAME OF GROUP> minutes







<DATE>
Meeting opened at: <time>
Agenda
1. Attendance

Present: 

Actions discussed: 

	Action/Issue
	Discussion
	Date for action
	Who is to follow up

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Next meeting
<Information discussed about next meeting>

Next meeting <DATE>. <VENUE>. 

Meeting closed at <TIME>

