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TEMPLATES



Agenda

[Neighbourhood name] Sustainable Neighbourhood Group Meeting

	Location:
	
	Date:
	

	Chair:
	
	Time:
	

	Invitees:
	


Agenda Items

	Agenda Item
	Time Guide

	1. Welcome and apologies


	

	2. Previous meeting

· Minutes

Resolution:  The minutes of the previous meeting dated [date] are accepted as a correct record.
· Action Log
	

	3. [Agenda Item]
Resolution:
	

	4. [Agenda Item]
Resolution:
	

	5. [Agenda Item]
Resolution:
	

	6. General Business

[List any general business items here]
	

	7. Meeting close
	


Action Log

	Action Description
	Listed Date
	Due Date
	Status
	Responsibility

	
	
	
	
	

	
	
	
	
	


An Example of an Agenda

Smithtown Sustainable Neighbourhood Group Meeting
	Location:
	Smithtown Community Centre Meeting Room 1
	Date:
	23 April 2013

	Chair:
	Mary Green
	Time:
	6.00 – 7.00pm

	Invitees:
	Smithtown Sustainable Neighbourhood Group members


Agenda Items

	Agenda Item
	Time Guide

	1. Welcome and apologies
	5 minutes

	2. Previous meeting
· Minutes

Resolution:  That the minutes of the previous meeting dated 20 February 2013 be accepted as a correct record.
· Action Log
	10 minutes

	3. Swap Party Planning (Angela)
Resolution: Agree to go ahead with Swap Party event and set date.  Nominate project leader and potential volunteers.
	20 minutes

	4. Report back from Clean Up project team (Mary)
Resolution: Discuss recent Clean Up event, and flag future Clean Up activities
	10 minutes

	5. Council request – Group representative for WHS training (Mary)
Resolution:  Nominate at least one representative to attend upcoming WHS training in May
	5 minutes

	6. General Business

· Upcoming events at the Smithfield Community Centre – for information
· Request for information about Community Garden working bees
	10 minutes

	7. Meeting close
	


Action Log

	Action Description
	Listed Date
	Due Date
	Status
	Responsibility

	Update new meeting times on the SN website
	December 2013
	20 February 2013
	Overdue
	Mary

	Investigate potential grant for gardening equipment
	20 February 2013
	23 April 2013
	Pending
	Karen (Community Garden project team)


New document June 2013
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Use the digital file provided to customise this template








