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Appendix 3 Suggested template for a first meeting agenda
Name of Practice PPG Meeting
Date:xxxxx
Time: From xxxx To:xxxxx
Venue:xxxxx
	Agenda Item
	Lead
	Information/
Discussion/
Action
	Time Allocation

	1 Welcome & Introductions
	
	
	

	2. Ground rules. 
· Refer to Suggested template for Meeting Etiquette & Ground Rules – appendix 6

	
	
	

	3. Aims & Objectives of the PPG
· Consider terms of reference – appendix 7

	
	
	

	1. Practice Update 
· Update from the practice staff member attending the meeting

	
	
	

	2. Election of PPG meeting Chair 
· You will need to identify an interim Chair to get going, perhaps for  6-12 months
· This could be done via a vote, or numerous representatives could rotate

	
	
	

	6. Minutes of the meetings
· Discuss how the meetings will be documented
· The PPG may wish to have a nominated secretary to take the notes of the meeting, as this will help structure the PPG meetings and it's activities. Alternatively, this role could rotate amongst the PPG members.
	
	
	

	3. Actions required for the next meeting
· Discuss the actions required for the next meeting and who will do what.

	
	
	

	4. Any Other Business


	
	
	

	5. Date and time of the next meeting
· To be discussed if this has not been pre-arranged
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