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Agenda Directors meeting [[Lab name]]
Date: [Month Day, Year]
Time: 
Location: 
Attendees: [Directors, Lab Manager, Support Staff]
Absent with notification:

Agenda
1. Welcome and announcements
Does anyone have anything to add to the agenda?

2. Approving minutes last meeting [DD Month YYY] and action points
Go through the action points and minutes

3. Reports
Discuss any reports that are due or in progress (e.g. quarterly reports)

4. Issues with research
How are the PhDs/postdocs doing? 

5. Staffing and budget
Discuss any issues with the budget or hiring

6. Knowledge transfer with [Partner name]
Is communication with the partner going well, are there any issues?

7. Collaborations inside & outside lab
Review the collaborations register – any updates?
Review the people register – any new interns etc.?

8. Registers IDFs and patent process
Review the IDFs/patent register – any updates?

9. AOB


Action list
	Date
	Action
	Person
	Done

	YYYY-MM-DD
	3. Action point written out
	[Initials]
	

	YYYY-MM-DD
	2. Action point written out
	[Initials]
	

	YYYY-MM-DD
	1. Action point written out
	[Initials]
	



Decisions
	Date
	Decision

	YYYY-MM-DD
	3. Decision written out in full

	YYYY-MM-DD
	2. Decision written out in full

	YYYY-MM-DD
	1. Decision written out in full
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