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Consumer advisory body
meeting minutes
	Advisory body: 
	[insert name of consumer advisory body]

	Date & time: 
	[insert date]
	Meeting no: 
	[000]

	Venue: 
	
[insert location of meeting]
	Participants: 
	[insert attendees names]

	Apologies: 
	[insert names of apologies]

	Copies to: 
	[insert names]


Agenda 1: Previous minutes, matters or actions arising
(delete as necessary)
Previous minutes were accepted.
Amendments to previous minutes are as follows:
[insert text]
Agenda 2: Subject as described on agenda
[insert text]
discussion points 
discussion points 

	Action and recommendations
	Next steps and person responsible

	
	

	
	

	
	





Agenda 3: Subject as described on agenda
[insert text]
discussion points 
discussion points 

	Action and recommendations
	Next steps and person responsible

	
	

	
	

	
	



Next meeting:
The next meeting will be held on [insert date]
Summary and actions
	Actions
	How and who will pass on the recommendations

	
	

	
	

	
	



The purpose of this summary is to trace active or open action items from previous minutes. Copy or summarise the active action items from the previous minutes here. Do not remove them until they are resolved and closed.
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