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Minutes 
[Organisation]
	Date/time of meeting
	

	Location of meeting
	

	Attendees (in person and online)
	

	Apologies
	

	Proxies
	

	Guests
	

	Conflicts of interest
	


	Agenda Item/Topic
	Discussion/outcomes
	Person accountable for action 
	Due date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Other matters
	

	Time closed
	

	Member absence during meeting
	

	Chair signature
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