	Board meeting agenda

	DATE & TIME

	

	MEETING DETAILS   finish time · place · chair · secretary

	

	ATTENDANCE   directors · in attendance · apologies

	

	PURPOSE   what the board must decide

	

	OPENING   apologies & quorum · declarations of interest · last minutes

	

	BUSINESS   item · who brings it · time · for decision, discussion or noting · papers

	

	CLOSED SESSION   directors only

	

	CLOSING   any other business · next meeting
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