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Professional Engineering and Safety Management 
Registered Office: 2 Georges Street, Waterford, Co Waterford, X91 AH9k Ireland 

Tel: +353 (0)51 311134 | Email: info@iiesms.ie | Website: www.iiesms.ie 

Agenda for [Insert Name of Group] Meeting 

Date: [Meeting Date] 
Time: [Start Time] - [End Time] 
Location: [Meeting Location or Virtual Meeting Link] 

1. Welcome and Introductions 
o Call to Order 
o Attendance and Apologies 

2. Approval of Previous Meeting Minutes 
o Review and approval of minutes from [Previous Meeting Date] 

3. Matters Arising 
o Follow-up on action items from the previous meeting 

4. Agenda Items 
o Item 1: [Topic/Discussion Point] 

 Presenter: [Name] 
 Supporting Documents: [Document Title or Reference] 

o Item 2: [Topic/Discussion Point] 
 Presenter: [Name] 
 Supporting Documents: [Document Title or Reference] 

o [Continue listing items as needed] 
5. Reports 

o Chairperson’s Report 
6. New Business 

o Discussion of new topics or proposals 
7. Any Other Business (AOB) 

o Additional items for discussion not listed on the agenda 
8. Date of Next Meeting 

o Confirm the date, time, and location of the next meeting 
9. Adjournment 

Attachments: 

• [List any documents or reports that are attached to the agenda] 
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