 LIVERPOOL HOPE UNIVERSITY

 COMMITTEE NAME


Notice is hereby given that a meeting of the above Committee will be held on DATE at TIME in ROOM NUMBER AND CAMPUS. Your attendance is requested. 

AGENDA



1. Minutes of previous meeting

Minutes of the meeting held on DATE OF PREVIOUS MEETING (DOCUMENT NUMBER – enclosed)


2. Matters arising


3. FIRST ITEM (DOCUMENT NUMBER – enclosed)


4. SECOND ITEM (DOCUMENT NUMBER – enclosed)


5. …

6. Any Other Business 





	Members:
	For information:

	Chair’s Name (in the Chair)
Member’s Name
Member’s Name
Member’s Name
Member’s Name

By Invitation:
Invitee’s Name
Invitee’s Name
Invitee’s Name
Invitee’s Name


	Name
Name
Name


Secretariat: 
Secretary’s Name




Date: DATE ON WHICH PAPERS ARE SENT OUT




