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agenda – type meeting name here
Meeting date:	insert date here
Meeting time:	insert time here
Meeting venue:	insert venue here
MEETING INFORMATION
	ATTENDEES
	

	Insert name here (click ‘enter’ to add more entries)
	Insert name here (click ‘enter’ to add more entries)

	APOLOGIES
	

	Insert name here (click ‘enter’ to add more entries)
	Insert name here (click ‘enter’ to add more entries)

	MINUTES OF PREVIOUS MEETING
Attach or link previous meeting minutes
	

	MATTERS ARISING FROM PREVIOUS MEETING
	

	List matters here (click ‘enter’ to add more entries)
	List matters here (click ‘enter’ to add more entries)


AGENDA
	ITEM
	START TIME
	TOPIC
	RESPONSIBILITY

	1.
	10.00 AM
	ACKNOWLEDGEMENT OF COUNTRY
(source from monash.edu/brandbook/about-the-brand/welcome-to-country-and-acknowledgement-of-traditional-owners)
	Chair of meeting

	2.
	10.00 AM
	INSERT TOPIC HEADING
List item here (click ‘enter’ to add more entries)
	Add name here

	3.
	10.00 AM
	INSERT TOPIC HEADING
List item here (click ‘enter’ to add more entries)
	Add name here

	4.
	10.00 AM
	INSERT TOPIC HEADING
List item here (click ‘enter’ to add more entries)
	Add name here

	5.
	10.00 AM
	INSERT TOPIC HEADING
List item here (click ‘enter’ to add more entries)
	Add name here

	6.
	10.00 AM
	HEALTH SAFETY AND WELLBEING (where appropriate)
List item here (click ‘enter’ to add more entries)
	Add name here


OTHER BUSINESS
	INSERT TOPIC HEADING
List item here (click ‘enter’ to add more entries)
	

	NEXT MEETING
Insert details of next meeting here
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