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Minutes of the <> Administrative Meeting

​​<ordinal> MEETING

<dd/mm/yyyy>, Venue, Time


ATTENDANCE

	PRESENT
	ABSENT

	Member 1

Member 2

Member 3

Member 4

Member 5

Member 6

Member 7
Others:

Panel Staff
	Member 1

Member 2


1. CALL TO ORDER

<Title, First Name, Surname>, Chair, called this meeting to order at <time>.
2. APPROVAL OF THE AGENDA <for meetings which will require decision-making, such as Executive Committee meetings>
3. MATTERS DISCUSSED
4. ADJOURNMENT

Meeting was adjourned at <time>

	Prepared by:
	Signature over <Title, Name, Surname>
	

	DATE: <dd/mm/yyyy>
	SECRETARIAT STAFF
	

	Checked by:
	Signature over <Title, Name, Surname>
	

	DATE: <dd/mm/yyyy>
	COORDINATOR
	

	Approved by:
	Signature over <Title, Name, Surname>
	

	DATE: <dd/mm/yyyy>
	CHAIR
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