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Minutes
Meeting of the [                                         ]
Tuesday, 15 July 2025, 2pm
Held in person/via Zoom video conferencing

*This is a suggested layout for your Minutes. Adjust as you need to. The headings should reflect the Agenda items.  It is important to record the decisions made and important discussions.  
1. 
	1
	Present


Apologies


Acknowledgement of Country


	2
	Approval and adoption of Minutes


	3
	Conflicts of Interest



	4
	Matters arising 


	5
	Matters for decision  

	6
	Matters for discussion 

	7
	 Other business 


	8
	Next Meeting


	9
	Close 
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*This resource is general in nature and does not constitute legal advice. Resources for not-for-profits (NFPs)




