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Action Note
[Name] Community Council
Time, day, date

Venue name and address
[Actions notes can be circulated after meetings for information and confirm the actions/decisions that were agreed at the meeting. This allows individuals to know what was agreed and who the responsible person is for taking actions forward. A minute for community councils should still be produced. The wording in the action sheet does not need to be the same as the minute of the meeting.]
	Agenda Item
	Item name
	Action
	Contact / Lead

	
	[name]
	[Action/s agreed]
	Name: [name]

Email: [email]



	1. 
	[name]
	[Action/s agreed]
	Name: [name]

Email: [email]

	2. 
	[name]
	[Action/s agreed]
	Name: [name]

Email: [email]
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