
Purpose of Minutes: 
 
• A summery to update members who were not able to attend 
 
• As a reminder to those present of the tasks that they 
committed to. 
 
• As a record upon which the agenda of the next meeting 
would be formed 
 
• To facilitate committee member reports on their activity in 
the previous month • As a place to record and carry forward a 
reminder of unfinished tasks  
 

 


