Sample Minute format
	Minutes of the 

Managing Research Projects Team Meeting

10.00 am Monday 15 October 2007

Conference Room 1, University House, University of Warwick

Present:
Ann Other


Peter Jones


Simon Watts


Estelle Green


Toni Jarvis

Apologies:
Raymond Smith


Bernard Jackson



	
	Action

	Minutes of last meeting

The minutes of the last meeting held on 17 September 2007 were approved as a true record.


	

	Matters arising

There were no matters arising

	

	Progress with literature review

SW advised that this was now complete. A synopsis had been created and would be circulated next week.


	SW

	Regional seminar – November

It was agreed that PJ and ANO would represent the team at this event. EG and TJ were requested to e-mail final version of the last overhead presentation to them by 5 November.


	PJ & ANO

EG & TJ

	Resources creation

Additional funding had been found to provide 6 months support with the creation of resources. PJ is to supervise this work and report progress to subsequent meetings.


	PJ

	Any other business

No further business was raised at this meeting.


	

	Date of next meeting

Tuesday 13 November. Venue to be confirmed.

	TJ



