MINUTES AT BUSINESS MEETING

 Meeting held on Business Premise at 10.30am - ……………………
Meeting Chaired by :     


Attendees:




Apologies:

N/A

	ITEMS (for Discussion)
	DETAILS
	ACTIONS

BY WHOM
	ACTIONS

BY WHEN

	Actions from Previous Meeting



	
	
	
	

	
	
	
	

	
	
	
	

	New Items to be Discussed



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Other Items Discussed



	
	
	
	

	
	
	
	

	
	
	
	

	Meeting Closed at  ……….am




Next Meeting will be held on ………….. 201…. at ………am
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