
 
 
<meeting title>  
 
<date>  
<time>  
<room number, building>  
<campus>  
 
Minutes 
 
 
 
Present: <name>  <name>  
 <name>  <name>  
 <name>  <name>  
Apologies: <name>  <name>  
 <name>  <name>  
 
 
 Agenda Item 

 
Action 

1. <topic>  
 

a. <discussion/comments>  

 
 
<name>  
 
 
 

2. <topic>  
 

a. <discussion/comments>  
 
 

 
 
<name>  
 
 
 

3. <topic>  
 

a. <discussion/comments>  

 
 
<name>  
 
 
 

4. <topic>  
 

a. <discussion/comments>  
 

 
 
<name>  
 
 
 

6. Date of the Next Meeting 
 
<date and venue>  
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