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Description automatically generated]Meeting Agenda and Minutes 
Meeting Details
	Department:
	

	Location:
	

	Date:
	
	Start Time:
	
	Finish Time:
	

	Attendees:
	


Agenda Items
Fill in the tables with the following:
Time.
Agenda item (These will be regular topics discussed at each meeting, e.g. News, Marketing, Concerns/Complaints and Regulatory. Add as many items as required.)
Initials (who will discuss).
General overview (brief outline of the subject). 
Actions (minutes – what was discussed, follow-up actions).
	1.
	Time:
	Agenda Item:
	Initials:

	General overview:

	Actions:



	2.
	Time
	Agenda Item:
	Initials:

	General overview:

	Actions:



	3.
	Time
	Agenda Item:
	Initials:

	General overview:

	Actions:





Next Meeting Date: ___/___/______
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