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Meeting Notes

[Organisation name] - Board meeting - [Meeting date] - [Meeting time] - [Location]

Chair: [Chair name] - Minute-taker: [Minute-taker name]

Present: [Attendee names] - Apologies: [Names and reasons] - Quorum required: [Quorum requirement], met:
[Yes / No]

Decisions

Decision Outcome

Actions

Action Owner Due

Next meeting: [Meeting date]

Check before sharing: quorum recorded - every decision noted - every action has an owner and a due date.



	Decisions
	Actions

