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	Committee Name: Date


PRESENT:	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,

Apologies:	Name of anyone who has sent apologies in advance of the meeting


Secretariat:		Secretary’s Name

1.        Minutes of the previous meeting
Minutes of the meeting held on previous meeting date were received.  The minutes were APPROVED as a correct record. 
[OR: List any corrections raised, then: ‘Pending these corrections, the minutes were APPROVED as a correct record.’]

3. 	Matters Arising
Re [action point from previous meeting], Member’s Name informed members that update here.

4. 	Agenda Item
Members had received name of paper here. Member’s Name informed members that…

5. 	Agenda Item
Members had received name of paper here. Member’s Name informed members that…

6. 	AOB
Member’s Name informed members that…
[OR: ‘There was no other business.’]




