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	MEETING

MINUTES


[INSERT TITLE OF THE MEETING]
[INSERT TIME AND DATE OF THE MEETING]

[INSERT LOCATION OF THE MEETING]

Attendance

[LIST MEETING ATTENDEES & APPOINTMENTS]

1. Welcome

[INSERT DETAILS…]
2. Acceptance of the Minutes of the Previous Meeting

[INSERT DETAILS…]

3. Actions from Previous Meetings

[INSERT DETAILS…]
4. [INSERT FIRST DISCUSSION ITEM]

[INSERT DETAILS…]

5. [INSERT SECOND DISCUSSION ITEM]

[INSERT DETAILS…]
6. [ETC]

[INSERT DETAILS…]
7. Any Other Business
[INSERT DETAILS…]
8. Date of the Next Meeting [IF REQUIRED].
[INSERT DETAILS…]
Annex A [IF REQUIRED]

[INSERT DETAILS…]
Annex B [IF REQUIRED]

[INSERT DETAILS…]
[ETC]

[INSERT DETAILS…]
[Note – this format is NOT mandated][image: image2.png]
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