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Working Group Rolling Meeting Agenda and Minutes
Tip: Save this as a live document and embed the link into your meeting invite for easy access. Add links here to any other key documents, including terms of reference, action plans etc.
SUGGESTED STANDING AGENDA [remove if N/A] 
· Acknowledgement of Country
· Introductions & CLC updates
· Priority items
· Casework / practice information-sharing & updates
· Advocacy updates & actions
· Upcoming events / news
· Any other business
· Next steps / actions
· Next meeting reminder
MINUTES
Key document links
Terms of reference [insert link] [template available here]
Detailed action plan [insert link] [template available here]
Meeting details
Date & time: 
Location: 
Chair: 
Minute taker: 
Attendees
List of attendees:
- 
Agenda Items
1. 
2. 
3. 
Discussion notes
Summary of discussions for each agenda item.
Decisions made
List of key decisions made during the meeting.
Action items and next steps
	Action item
	Responsible person
	Due date
	Status

	
	
	
	

	
	
	
	

	
	
	
	



See detailed action tracker – [link] [template available here]
Next meeting
Set next meeting date
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