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Action notes from the Suffolk Information Partnership Working Group Meeting held on <date>

at <organisation, town>
Present: name (organisation), name (organisation), 
	1.
	Welcome and apologies
xxx was welcomed to the Group.
Apologies: name (organisation), name (organisation),



	2.
	Host organisation update

 

	Actions:

· Name – action



	3.
	Warm Handover Referrals update


	Actions:

· Name – action



	4.
	Workplan and projects progress
e.g. SIP website, Gliffy, Information Standard best practice guide.
Could add as separate agenda items.



	Actions:

· Name – action


	5.
	Other agenda items



	Actions:

· Name – action



	6.

	Actions and matters arising from previous meeting (<date>)



	7.
	Round the table updates
Name, organisation – update
Name, organisation – update


	Actions:

· Name – action


	8.
	Any Other Business

 
· SIP Mailing List updates (standing item)



	Actions:

· Name – action



	9.
	Requests, actions and reports for the SIP Steering Group

· xxx

· xxx



	Actions:

· Note taker – email items to belinda.couldridge@communityactionsuffolk.org.uk


	10.
	Dates and venues for next meetings

Date, time, organisation venue and address
Chair and note taker



Name of note taker
Note taker’s organisation

Date
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