COMMITTEE TITLE

Date, time

Location, address

Agenda

	1.
	Apologies for absence



	2.
	Second agenda point here



	3.
	Third agenda point here

	4.
	AOB

	
	

	
	


Apologies should be forwarded to the Group Secretary

COMMITTEE TITLE
Date, time
Location, address
Minutes

Present: List names in alphabetical order (with any positions in brackets afterwards)

	1.
	Apologies

	Action

	
	Write names here

	

	2.
	Second agenda point here


	

	
	Text follows here
Actions written below text
	Initials of committee members with actions go here

	3.
	Third agenda point here
	

	4.
	AOB
	

	
	
	

	
	
	


