SDC PPN Agenda Template
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Meeting Details
	Name of Meeting:
	

	Date:
	

	Time:
	

	Location:
	


Welcome and Introduction Attendance and ApologiesThis is used to open the meeting, welcome attendees, and briefly outline the purpose of the meeting.

Record who is present and note any apologies received.

Minutes of Previous MeetingConfirm that the previous minutes are agreed as an accurate record, or note any amendments.

Matters Arising
Provide updates on actions or issues from the previous meeting that are not covered elsewhere on the agenda.

Agenda Items
Item 1: [Title] For each agenda item, include a short description so attendees understand the context and what is required. Where relevant, this should make clear if the item is for information, discussion, or decision.

(repeat as needed)
Any Other BusinessDate of Next MeetingThis allows for additional items to be raised that were not included on the agenda. These should generally be brief and may be scheduled for a future meeting if more time is needed.

Record the agreed date, time, and location of the next meeting, or note if this will be confirmed later.
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