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Meeting Minutes: Appraisal of Concept / Design
	Date
	day, dd mmmm yyyy

	Meeting Chair
	[Name], [Role]

	Participants
	· [Name], [Role]
· [Name], [Role]
· [Name], [Role]

	Apologies
	· [Name], [Role]


Summary

	Title of proposed activity:
	[???]

	Expected total value
	[???]

	Concept/Design document drafted by:
	[Name], [Role]

	Appraisers of the Concept or Design:
	[Name], [Role]
[Name], [Role] 

	Category of Environmental and/or Social Impact:
	 FORMDROPDOWN 

 FORMDROPDOWN 



	Overall Activity risk
	 FORMDROPDOWN 
 (see the Activity risk register for details)

	Recommendation:
	 FORMCHECKBOX 

	Do not proceed

	
	 FORMCHECKBOX 

	Address the identified problems, then return for specialist appraisal

	
	 FORMCHECKBOX 

	Address the identified problems; no further appraisal needed

	
	 FORMCHECKBOX 

	Proceed; no changes are necessary


Quality Criteria: Final Ratings
These ratings use the Activity Quality Rating Scale.

	Quality criteria
	Rating

	Relevance
	 FORMDROPDOWN 


	Likely effectiveness
	 FORMDROPDOWN 


	Likely efficiency
	 FORMDROPDOWN 


	Likely impact
	 FORMDROPDOWN 


	Sustainability
	 FORMDROPDOWN 


	Other issues
	Rating

	Gender and human rights
	 FORMDROPDOWN 


	Environment
	 FORMDROPDOWN 


	Monitoring and evaluation
	 FORMDROPDOWN 



Key Conclusions
Relevance

·      
·      
Efficiency

·      
·      
Effectiveness

·      
·      
Impact 
·      
·      
Sustainability

·      
·      
Gender and human rights
·      
·      
Environment

·      
·      
Monitoring and evaluation

·      
·      
Further Discussion
[optional]
Very briefly note any other major issues/themes discussed in the meeting that need to be recorded. 

·      
·      
Appendix A: Appraisal Documents

This appendix contains copies of the appraisal documents.

Please append or attach the appraisal documents
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