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Title of Meeting	
Date & Time of Meeting 
Location of Meeting

	Agenda

	No.
	Item
	Lead

	1.0
	Welcome & Apologies
	JB

	2.0
	
	

	3.0
	
	


	4.0
	
	


	5.0
	
	

	6.0
	
	

	[bookmark: _GoBack]7.0
	
	


	To attend

	Name
	Position
	Initials

	Joe Bloggs
	President
	JB

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


			

	Documents to be circulated

	Item
	Paper
	Action

	1.0
	Minutes of last Meeting
	JB
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