HOUSING FOR THE AGED ACTION GROUP INC.

EXAMPLE: MINUTES

Minutes can be used as an official record
of proceedings at committee meetings.
They may include:

» the title of the meeting

» the date, time and venue

» arecord of the people present

» apologies for absences

» corrections to minutes of the previous meeting
» actions relating to the previous meeting

» items to be discussed and decided

» the date, time and venue of the next meeting.

CONTACT DETAILS: Telephone: 03 9654 7389 Website: www.oldertenants.org.au



