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Appendix 4 Suggested template for PPG meeting notes
Note takers are responsible for:
1. Supporting the chair and helping the meeting to run smoothly
2. Taking notes at the meeting, including all of the action points agreed
3. Circulating the notes to attendees after the meeting 
4. The notes should be shared using the agreed method of communication e.g. over email or via post 

Minutes of the Name of Practice PPG Meeting
Date:xxxxx Time: From xxxx To:xxxxx
Venue:xxxxx
	Present:

	XXXXXXXX
	XXXXX Meeting Chair

	Practice Staff Member
	Job Title

	Name of PPG Rep
	PPG Representative

	Name of PPG Rep
	PPG Representative

	Name of PPG Rep
	PPG Representative

	Name of PPG Rep
	PPG Representative

	
	

	
	

	
	

	Apologies:

	
	

	
	

	
	

	1.1    
	Apologies

	
	Apologies were noted as above.


	1.2
	Introduction

	
	

	1.3
	Minutes of the last meeting (Date)

	
	The minutes of the last meeting were approved as an accurate record/ The following changes were identified for the minutes:
· A
· B
· C


	1.4
	Action log 

	
	Chair went through the action log of the last meeting held on ___Add date_, and the appropriate person updated on the actions as below.

Action Ref: Subject title – (KEEP ACTIONS IN RED SO THEY STAND OUT)
Action Ref: Subject title - 
Action Ref: Subject title - 
Action Ref: Subject title - 



	2.
	Section 2: title – see agenda

	
	
Action agreed ref (KEEP ACTIONS IN RED SO THEY STAND OUT)


	4
	Section 3: title – see agenda

	
	
Action agreed ref (KEEP ACTIONS IN RED SO THEY STAND OUT)


	5
	Section 4: title – see agenda

	
	
Action agreed ref (KEEP ACTIONS IN RED SO THEY STAND OUT)


	6
	Any other business

	
	
Action agreed ref (KEEP ACTIONS IN RED SO THEY STAND OUT)
	

	7
	Date, Time & venue of the next meeting

	
	DD/MM/YYY at XXXXXXX add the address and post code 
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