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

	Number
	Item
	Action 
	Due Date

	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 

	
	


What goes into Minutes?
General inclusions would be:
· Name of the group
· Nature and type of meeting
· Place, date and starting time
· Name of the Chair 
· Attendees, either physical or by remote access.   Invited guests should be separated from usual attendees
· Apologies accepted 
· Presence of a quorum
· Notification of any conflicts of interest 
· Minutes of the previous meeting 
· Material distributed before and during the meeting 
· Proceedings of the meeting and resolutions made 
· When attendees leave and re-enter the room 
· Abstentions from voting for example, due to conflicts of interest 
· Closing time
· Signature of the Chair
Reference: Australian Institute of Company Directors and Governance Institute of Australia, 2019, Joint statement on board minutes, August, https://aicd.companydirectors.com.au/-/media/cd2/resources/advocacy/research/2019/pdf/govinst-aicd-minutes-project-july-2019-final-v2.ashx, (accessed 9 August 2019).
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