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Minutes 
[Organisation]
	Date and time of meeting
	

	Location of meeting
	

	Attendees (in person and online)
	

	Apologies
	

	Proxies
	

	Guests
	

	Conflicts of interest
	


	Agenda item
	Discussion and outcomes
	Person accountable for action 
	Due date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Other matters
	

	Time closed
	

	Member absence during meeting
	

	Chair signature
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(This is member-only content; use but please don't distribute) 
DISCLAIMER: While all care has been taken in the preparation of this material, no responsibility is accepted by the author(s) or Our Community, its staff, volunteers or partners, for any errors, omissions or inaccuracies. The material provided in this resource has been prepared to provide general information only. It is not intended to be relied upon or be a substitute for legal or other professional advice. No responsibility can be accepted by the author(s) or Our Community or its partners for any known or unknown consequences that may result from reliance on any information provided in this publication. 
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