Consumer advisory body meeting agenda template
Use this agenda template to plan your consumer advisory body meeting. 
Add, delete and replace text with discussion items and actions to address in your meeting.
Double click here to insert your logo in the header.
Double click here to insert your logo in the header
Consumer advisory body meeting agenda 
	Advisory body:
	[insert name of consumer advisory body]

	Date and time:
	[insert date and time of the meeting]
	Meeting no:
	[insert number of the meeting]

	Venue:
	[insert location of the meeting]

	Participants:
	[insert names of attendees and apologies]



Actions from previous meetings
[details of actions to follow up from previous meeting]
Agenda
	Time	
	Welcome and Introduction
[details of what will be discussed, for example welcome new members and guests and outline of meeting]
[speaker’s name]

	Time	
	Actions from previous meetings
[details of actions to follow up from previous meeting]
[speaker’s name]

	Time	
	Discussion topic
[details of what will be discussed, for example the topic and questions]
[speaker’s name]

	Time	
	Discussion topic
[details of what will be discussed, for example the topic and questions]
[speaker’s name]

	Time	
	Discussion topic
[details of what will be discussed, for example the topic and questions]
[speaker’s name]
	Time	
	Next steps and actions
[a summary of discussion points and agreed recommendations, actions and next steps]
[speaker’s name]

	Time	
	
Other business

Next meeting
Scheduled for [enter date]
If you are saving this agenda online, enter the dates in your file name as dd/mm/yyyy. Then your minutes will appear in chronological order.
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