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Meeting Minutes

[Neighbourhood name] Sustainable Neighbourhood Group Meeting

	Location:
	
	Date:
	

	Chair:
	
	Time:
	

	Attendees:
	


Minutes
	Agenda Item

	1. Welcome and apologies

[list any apologies]

	2. Previous meeting

· Minutes

[Resolution:  The minutes of the previous meeting dated xxxx are accepted as correct record.]

[Also note any business arising from the previous minutes]
· Action Log

[Update the action log below as discussed at the meeting]

	3. [Agenda Item]
[Notes concerning significant discussion points]
Resolution: [Record any resolutions relating to this agenda item]

	4. [Agenda Item]
[Notes concerning significant discussion points]
Resolution: [Record any resolutions relating to this agenda item]

	5. [Agenda Item]
[Notes concerning significant discussion points]
Resolution: [Record any resolutions relating to this agenda item]

	6. General Business

[Note any general business items that were discussed]

	7. Meeting close


Action Log

	Action Description
	Listed Date
	Due Date
	Status
	Responsibility

	[Record any changes to existing items on the Action log.  Eg if they were completed, or need to be changed]
	
	
	
	

	[Also add extra action items for all actions agreed upon at the meeting]
	
	
	
	


An Example of Meeting Minutes

Smithtown Sustainable Neighbourhood Group Meeting

	Location:
	Smithtown Community Centre Meeting Room 1
	Date:
	23 April 2013

	Chair:
	Mary Green
	Time:
	6.00 – 7.00pm

	Attendees:
	Angela Gold, John Jones, Bob Smith, Mary Green, Karen Brown, Steven Green


Agenda Items

	Agenda Item

	1. Welcome and apologies
Barbara Smith, Jim Jones

	2. Previous meeting

· Minutes

· Karen noted that she attended the training at the Smithtown Community Centre – would recommend it to others.

· Karen also reported that she found a possible grant suitable for purchase of garden equipment.  The Community Garden team is working on an application and will submit to the next meeting for approval.  The application is due in June.
Resolution:  The minutes of the previous meeting dated 20 February 2013 are accepted as a correct record.
· Action Log

	3. Swap Party Planning

After attending a great Swap Party held at Jonestown, Angela suggested we should put on a similar event in Smithtown.  General discussion about how best to run it.
Resolution: Agree to go ahead with Swap Party event and aim for 10 September.  Bob volunteered to lead the project.  Karen, John, Mary and Angela agreed to assist.  Agreed that we have ~$50 in the kitty to assist with general expenses.

	4. Report back from Clean Up project team

Recent Clean Up event at Smithtown Park was very successful.  40 volunteers came (~30 scouts from Smithtown Scouts, and 10 adult volunteers).  Collected 15 big bags of rubbish and recycling.  Congratulations and thank you to Mary for organising.  General discussion about future Clean Up events.
Resolution:  Agreed to run a Clean Up event in June, this time at the park next to the shops.  Steven volunteered to lead this one.

	5. Alliance request – Group representative for WHS training

Important Health and Safety training is coming up on 15 May.  At least one representative from the Group needs to attend.
Resolution:  Mary, Steve and Bob will all attend the training.  Mary to book places.

	6. General Business

· Upcoming events at the Smithfield Community Centre – for information

· Jim requested information about upcoming working bees at the Smithfield Community Garden.  Karen reported that they are usually on the first Saturday of the month, 10am.

	7. Meeting close


Action Log

	Action Description
	Listed Date
	Due Date
	Status
	Responsibility

	Update new meeting times on the SN website
	December 2013
	20 February 2013
	Complete
	Mary

	Investigate potential grant for gardening equipment
	20 February 2013
	23 April 2013
	Complete
	Karen (Community Garden project team)

	Confirm details (venue, date, time, promotional content) for Swap Party event, and give to Karen to develop promotional flier
	23 April 2013
	19 May 2013
	
	Bob and Karen

	Notify Alliance of date for Swap Party
	23 April 2013
	19 May 2013
	
	Bob

	Check availability of Smithtown Lions Club to provide a BBQ at the Swap Party
	23 April 2013
	19 May 2013
	
	John

	Send thank you letter to Smithtown Scouts for their participation at the Clean Up event
	23 April 2013
	19 May 2013
	
	Mary

	Contact Alliance to see if they can help write a case study about Clean Up event
	23 April 2013
	19 May 2013
	
	Mary

	Contact land owner (Council?) to enquire about doing a Clean Up event there in June.
	23 April 2013
	19 May 2013
	
	Steven

	Register Mary, Steve and Bob for the May Health and safety training
	23 April 2013
	10 May 2013
	
	Mary

	Update Community Garden working bee details on the noticeboard at the community centre, and on the SN website calendar
	23 April 2013
	19 May 2013
	
	Karen
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