

[CITY / COUNTRY TOWN NAME] LIQUOR FORUM
MINUTES OF MEETING ON  [DATE]
[LOCATION]

	Members present:

	Member apologies:

	Other attendees:

	Purpose of meeting:

	No.
	ITEM
	Lead

	1
	Welcome and introductions
· Note Chairperson welcome and introduction of liquor forum members, special guests and apologies. 
	Chairperson

	2
	Confirm minutes of [date]
· Note confirmation of previous minutes from members – through inviting members to adopt minutes – with or without changes. 
· Progress of action items arising from previous Minutes – list each action item and note briefly the status of action item. 
	Chairperson

	3
	Standing Items
	Chairperson

	
	a. Agenda Item title 

· Note clearly and concisely the issue discussed, record major points raised and decisions taken. 
	Person responsible for agenda item

	
	b. Agenda Item title 

· Note clearly and concisely the issue discussed, record major points raised and decisions taken.
	Person responsible for agenda item

	
	c. Agenda item title

· Note clearly and concisely the issue discussed, record major points raised and decisions taken.
	Person responsible for agenda item

	4
	Victoria Police report

· Note clearly and concisely the issue discussed, record major points raised and decisions taken.

· Ensure personal information, such as, name, address of individuals and sensitive information is not recorded in the minutes. 
	Victoria Police representative

	5
	Council report

· Note clearly and concisely the issue discussed, record major points raised and decisions taken.
	Local Council representative

	6
	General business

· Note clearly and concisely new issue or idea and the person responsible for raising issue or idea, record major points raised and decisions taken.
	Chairperson

	7
	Next meeting and close

· Set next meeting date and time.
	Chairperson


Attachments:
· Progress of action items

· [Add additional attachments here]

Please contact the Forum Coordinator, [name] on telephone [number] or [email address] to:

· Place items on the agenda

· Tender your apology for a meeting
· Obtain copies of minutes of previous meetings

· Notify of a change of member details. 
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