	Meeting agenda and minutes

	DATE & TIME

	

	MEETING DETAILS   finish time · place · chair

	

	ATTENDANCE   expected · for one item only · apologies

	

	OBJECTIVE   what this meeting must settle

	

	AGENDA   item · who brings it · time · for decision, discussion or noting · papers

	

	DISCUSSION

	

	DECISIONS

	

	ACTIONS   who · what · when

	

	ANY OTHER BUSINESS

	

	PARKED   for another meeting

	

	NEXT MEETING

	



[image: ]
image1.png
Sorinai








