


	[Insert TRA Name]
TRA Meeting Minutes


	[Insert date]
	[insert time]


	Attendees

	[insert attendees names here, with committee member names and positions first]



	Item
	Description
	Responsible
Committee Member

	1.
[use items numbers so residents can follow what item is being discussed]

	Apologies
[insert names of resident who have sent their apologies]
[bookmark: _GoBack]
	[use this space in each section to detail who any actions have been given to]


	2.
2.1
2.2
2.3
	[Title of item should mirror the meeting agenda title]
	


	3.
3.1
3.2
3.3
	[use one section per agenda item]
	


	4.
4.1
4.2
4.3

	AOB & Date of Next Meeting
Date of next meeting 
[Insert date, time, and venue]
	





