[INSERT LETTERHEAD/LOGO]
Sample Meeting Attendance Sheet Template 
Guiding instructions (to be deleted): This is an optional, customisable template that a Local Disaster Management Group (LDMG) or District Disaster Management Group (DDMG) can use for recording meeting attendance.
[Insert LDMG/DDMG Name] [Choose an item] Disaster Management Group
[Click to enter a date]
[bookmark: Text66]Record of Attendance:      
[bookmark: Text3]Quorum = [Insert quorum number] appointed members

	
	Agency
	Name
	Agency abbreviation

	Members
	[bookmark: Text40][Insert position], [insert agency/local govt. name]
Chairperson/DDC
	[bookmark: Text4]     
	     

	
	[bookmark: Text67][Insert position], [insert agency/local govt name]
Deputy Chairperson
	[bookmark: Text5]     
	     

	
	[bookmark: Text68][Insert position], [insert agency/local govt. name] 
Executive Officer
	[bookmark: Text6]     
	     

	
	[bookmark: Text41][insert position], [insert local govt. name]
	[bookmark: Text7]     
	     

	
	[bookmark: Text65][Insert position], [insert local govt. name]
	[bookmark: Text8]     
	     

	
	[bookmark: Text69][insert position], [insert department name]
	[bookmark: Text9]     
	     

	
	[bookmark: Text70][insert position], [insert department name]
	[bookmark: Text10]     
	     

	
	[bookmark: Text71][insert position], [insert department name]
	[bookmark: Text11]     
	     

	
	[bookmark: Text72][insert position], [insert department name]
	[bookmark: Text12]     
	     

	
	[bookmark: Text73][insert position], [insert department name]
	[bookmark: Text13]     
	     

	
	[bookmark: Text74][insert position], [insert agency name]
	[bookmark: Text14]     
	     

	
	[bookmark: Text75][insert position], [insert agency name]
	[bookmark: Text15]     
	     

	
	[bookmark: Text42]     
	[bookmark: Text16]     
	     

	
	[bookmark: Text43]     
	[bookmark: Text17]     
	     

	
	[bookmark: Text44]     
	[bookmark: Text18]     
	     

	
	[bookmark: Text48]     
	[bookmark: Text22]     
	     

	Member Apologies
	[bookmark: Text49]     
	[bookmark: Text23]     
	     

	
	[bookmark: Text50]     
	[bookmark: Text24]     
	     

	
	[bookmark: Text51]     
	[bookmark: Text25]     
	     

	
	[bookmark: Text52]     
	[bookmark: Text26]     
	     

	
	[bookmark: Text53]     
	[bookmark: Text27]     
	     

	Other attendees
	[bookmark: Text57]     
	[bookmark: Text31]     
	     

	
	[bookmark: Text58]     
	[bookmark: Text32]     
	     

	
	[bookmark: Text59]     
	[bookmark: Text33]     
	     

	
	[bookmark: Text60]     
	[bookmark: Text34]     
	     

	
	[bookmark: Text61]     
	[bookmark: Text35]     
	     

	
	[bookmark: Text63]     
	[bookmark: Text37]     
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