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	Meeting Details
	Meeting Date
	

	Time 
	

	Location
	

	In Attendance 
	

	Guests
	

	Apologies 
	


	Previous Meeting – Review & Approval of Minutes 
	Meeting Date
	

	Amendments noted 
	

	Motion
	To adopt the minutes of the Committee Meeting, held on [insert date], noting the amendments listed above.

	Moved By 
	

	Seconded By
	

	Resolution
	Passed Unanimously / Passed by Majority (by x votes to y) / Defeated (by x votes to y)


	Review of Previous Action Items 
	Action Item
	Due Date
	Responsible Person
	Update

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Agenda Items 
	Item 1
	Insert Topic

	Background

	

	[bookmark: _Hlk177387355]Discussion

	

	Motion / Resolution / Outcome

	

	Moved By 
	

	Seconded By
	

	Resolution
	Passed Unanimously / Passed by Majority (by x votes to y) / Defeated (by x votes to y)

	Action Items
	Responsible Person
	Due Date

	
	
	

	
	
	

	
	
	

	
	
	


	
	Item 3
	Insert Topic

	Background

	

	Discussion

	

	Motion / Resolution / Outcome

	

	Moved By 
	

	Seconded By
	

	Resolution
	Passed Unanimously / Passed by Majority (by x votes to y) / Defeated (by x votes to y)

	Action Items
	Responsible Person
	Due Date

	
	
	

	
	
	

	
	
	

	
	
	




	Item 3
	Insert Topic

	Background

	

	Discussion

	

	Motion / Resolution / Outcome

	

	Moved By 
	

	Seconded By
	

	Resolution
	Passed Unanimously / Passed by Majority (by x votes to y) / Defeated (by x votes to y)

	Action Items
	Responsible Person
	Due Date

	
	
	

	
	
	

	
	
	

	
	
	




	Item 4
	Insert Topic

	Background

	

	Discussion

	

	Motion / Resolution / Outcome

	

	Moved By 
	

	Seconded By
	

	Resolution
	Passed Unanimously / Passed by Majority (by x votes to y) / Defeated (by x votes to y)

	Action Items
	Responsible Person
	Due Date

	
	
	

	
	
	

	
	
	

	
	
	




	General Business
	Item 
	Raised By
	Outcome

	
	
	Noted / Refer to Next Meeting / [Other]

	
	
	Noted / Refer to Next Meeting / [Other]

	
	
	Noted / Refer to Next Meeting / [Other]

	
	
	Noted / Refer to Next Meeting / [Other]

	
	
	Noted / Refer to Next Meeting / [Other]

	
	
	Noted / Refer to Next Meeting / [Other]

	
	
	Noted / Refer to Next Meeting / [Other]

	
	
	Noted / Refer to Next Meeting / [Other]

	
	
	Noted / Refer to Next Meeting / [Other]

	
	
	Noted / Refer to Next Meeting / [Other]

	
	
	Noted / Refer to Next Meeting / [Other]

	
	
	Noted / Refer to Next Meeting / [Other]


	Next Meeting
	Next Meeting 
	

	Time 
	

	Location
	

	Agenda Items / Papers Due By
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