                                     		Meeting Minutes				                                                                                                               
[bookmark: _GoBack]
Date:				Time: Start: 			Finish: 
Location of Meeting:
Present:

Apologies: 				CC:

Objective of Meeting:


	No
	Description of Issue & Progress Actions/Decisions
	Responsible
Person
	Date Finish

	1
	Title & Brief Description of Issue 1:
Date 1: Action and/or Decision
Date 2: Action and/or Decision
	
	

	2
	Title & Brief Description of Issue 2:
Date 1: Action and/or Decision
Date 2: Action and/or Decision
	
	

	3
	Title & Brief Description of Issue 3:
Date 1: Action and/or Decision
Date 2: Action and/or Decision
	
	

	4
	Title & Brief Description of Issue 4:
Date 1: Action and/or Decision
Date 2: Action and/or Decision
	
	

	
	
	
	


	
	
	
	

	
	
	
	



Next Meeting:
Date: 			Time:			Location:
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