Action list [name committee], dated [date of this meeting]


[bookmark: Text3]Present	:	[name of the chairperson] – chair
[bookmark: Text4]		[name of the vice-chair] – vice chair
[bookmark: Text5]		[names of the other participants] – member
[bookmark: Text6]		[name of the minutes secretary] – minutes secretary

Absent	:	


	Item no.
	Action
	By
	Deadline
	Status
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