Board meeting minutes
	Organisation
	

	Date & time
	

	Location
	

	Chair
	

	Minutes taken by
	

	Present
	

	Apologies
	

	In attendance
	

	Quorum
	

	Declarations of interest
	

	Previous minutes
	Approved as an accurate record.

	Matters arising
	

	Agenda items & decisions
	

	Votes
	

	Actions
	

	Any other business
	

	Meeting closed
	

	Next meeting
	

	Approved by
	






