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[Meeting Title]
[Click to select date]
[Start Time] – [End Time]
[Venue]
Attendees: 
Chairperson:  
Apologies: 

	Number
	Item
	Presenting 
	Estimated Time 

	1
	Meeting Opening 
1.1 Welcome and Acknowledgement of Country 
1.2 Apologies accepted 
1.3 Conflict of Interest Disclosures 
1.4 Previous Minutes 
1.4.1 Confirmation
1.4.2 Matter arising/action list

	
	

	2
	Matters for Decision 
2.1 Treasurers Report 

	
	

	3
	Matters for Discussion
3.1 Staff or Project Reports
3.2 Chair’s Update 
3.3 Other Matters for Discussion 

	
	

	4
	Matters for Noting 

	
	

	5
	Meeting Finalisation 
5.1 Review actions to be taken 
5.2 Date of next meeting
5.3 Meeting close 

	
	



Additional Instructions:
[Use this section for additional instructions, comments, or directions.]
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