	Committee meeting minutes

	DATE & TIME

	

	MEETING DETAILS   place · chair · minutes by

	

	ATTENDANCE   members · apologies · in attendance · quorum

	

	DECLARATIONS OF INTEREST   who · which item

	

	PREVIOUS MINUTES & MATTERS ARISING   approved as accurate · updates on past actions

	

	ITEMS   noted · decided under delegated authority

	

	RECOMMENDATIONS TO THE BOARD   what the board is asked to approve · why

	

	ACTIONS   who · what · when

	

	REPORT TO THE BOARD   which meeting · draft or approved

	

	NEXT MEETING

	

	APPROVED BY   chair · date
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