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MINUTES TEMPLATE

Prepared by: 

	Effective Governance Pty Ltd

Level 3, 16 McDougall Street

PO Box 2140

Milton Qld 4064
	Phone: (07) 3510 8111

Fax: (07) 3510 8181

Email: advisors@effectivegovernance.com.au 

Website: www.effectivegovernance.com.au 


[COMPANY]
Board Meeting

Held [ADDRESS]
[DATE]
Meeting Open: 


Present:


In Attendance: 

Apologies:

	Minutes of the Previous Meeting


	Action: 

	Business Arising from the Minutes

Action List


	Action:

	Matters for Decision

	Action: 

	CEO’s Report


	Action: 


	Items for Noting

Noted


	

	Confidential Business

The meeting closed at [TIME]
	

	Signed by the Chair:___________________________         Dated: ___/___/___


Action List – Meeting of [DATE]
	Meeting
	Action
	Who
	When
	Action

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


ATTACHMENT A

Confidential Business 
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