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[Number] Meeting of the [Committee Name]


[Date of Meeting]

[Venue of meeting]

(Time from – Time to)





		Procedural Matters




	

	1. 
	Welcome

	

	2. 
	Attendance Register and Apologies

	

	3. 
	Agenda Finalisation, New Items for Discussion under Item …

	

	4. 
	Completion of Conflict of Interests Forms

	

	5. 
	Approval of the Minutes of the [Name of Committee] Meeting Held on ...

	
	(Attachment …)

	

	6. 
	Matters Arising from Previous Meeting: Items on Attached Schedule

	
	(Attachment …)

	

		For Decision




	
	

	7. 
	

	
	(Attachment …)

	

	8. 
	

	
	(Attachment …)

	
	

		For Notification / For Report Back




	
	

	9. 
	

	
	(Attachment …)

	
	

	10. 
	

	

	
	10.1. 
	

	
	
	(Attachment …)

	

	
	10.2. 
	

	
	
	(Attachment …)

	
	

	11. 
	

	
	(Attachment …)

	

		Standing Items




	
	

	12. 
	

	

	
	12.1. 
	

	
	
	(Attachment …)

	

	
	12.2. 
	

	
	
	(Attachment …)

	

	

	13. 
	New Items

	

	14. 
	Date of Next Meeting

	
	

	

	15. 
	Closure


	MATTERS ARISING ACTION SHEET
[Name of Committee] Committee (Date of Meeting)

	Action No
	Agenda Item
	Description
	Respon-sibility
	Target date

	1. 
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