

Minutes
Meeting:

(Area/Name)Local Advisory Group
Date: 



Time: 



Venue: 




Attendees:


Apologies:

 
Chairperson:


Minute taker(s):

1. Welcome or Acknowledgment of Country
Text…
2. Previous Minutes

Follow up on previous minutes:
· Text…
Actions:
- 
Any Actions to be followed up. These are also added into the ‘Summary of Actions’ at the end of this template.
3. Next Steps:
Heading (optional)
· Text…
Actions:

- 
4. Other Business:
Heading (optional)
· Text…
Actions:

- 

5. Next Meeting
Heading (optional)
· Text…
Actions:

- 

Meeting Closed: (time)
See following page for Summary of Actions raised at the meeting.
Summary of Actions
	No:
	Action
	Who Responsible
	Timeframe for Action
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