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[Add Workstream Name]: Meeting Minutes
	Meeting Location:
	Location / Virtual
	Date:
	[Meeting date]
	Minute Taker:
	Name of Minute Taker
	Time:
	[Start-end time]

Attendance:
	

	Name
	Title / Organisation
	Present / Absent

	John Doe
	RCT Council 
	Present / Absent

	Jane Doe
	Merthyr Council
	Present / Absent 


Approval of Previous Minutes:

The minutes of the previous meeting held on [ADD DATE OF MEETING] have been agreed by the members of [NAME OF GROUP/WORKSTREAM].
Agenda Item 1: 
Add summary of the item. 
[image: ]Decisions / Actions: Any decisions made or actions to be taken. 
Agenda Item 2: 
Add summary of the item.
Decisions / Actions: Any decisions made or actions to be taken.
Agenda Item 3: 
Add summary of the item. 
Decisions / Actions: Any decisions made or actions to be taken.
Agenda Item 4:
Add summary of the item. 
Decisions / Actions: Any decisions made or actions to be taken. 
Attachments / Appendices:
[List any attachments or additional documentation included with the minutes.]
Next Meeting: 
[image: A yellow line in the dark

AI-generated content may be incorrect.][Add the date, time and location of the next meeting.]
Minutes prepared by: [NAME]
Title / Role: [ADD]
Date: [ADD DATE]
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