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Minutes & Actions Templates
	
ATHLETES’ COMMISSION MEETING MINUTES & ACTIONS
 

	Notes By: 
	[insert name of person responsible for the meeting minutes]
	Date:
	[insert date of AC meeting]

	Attending:
	[insert name of AC meeting attendees]


	




	Location:
	[insert location of AC meeting]
	Time:
	[insert time of AC meeting]

	Discussion items: 

	1
	Welcome – apologies

	2
	Approval of last meetings minutes and action items

	3
	[insert agenda item]

	4
	

	5
	

	6
	

	7
	

	8
	

	9
	

	10
	

	11
	

	12
	



	Action items 
	who IS RESPONSIBLE
	Deadline
	COMPLETED NOTES

	
	
	
	

	[bookmark: _GoBack]
	
	
	

	
	
	
	

	
	
	
	



	#
	Discussion items:

	1
	[insert minutes here]




	2
	[insert minutes here]




	3
	

	4
	

	5
	

	6
	

	7
	

	8
	

	9
	

	10
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