[Insert Organisation Name/Logo]

Record of Meeting Minutes
	Title:
	Record of Meeting Minutes
	Date signed off:
	
/
/2008

	Date Issued:
	
/
/2008
	Review Date:
	
/
/2008

	Formulated by:
	
	Responsibility:
	


	Name of Meeting:
	[i.e. staff, volunteer, board, COM, team leader etc]

	Venue & Date:
	
	Date:
/
/2008

	Chairperson:
	

	Minute Taker:
	[Insert time fraction of position such as 1EFT = Full Time or 0.5 EFT = Half Time]

	
	[Insert job award classification such as ‘social & community services, class 1 yr 2’]


Present:
[List names & positions/organisations, where appropriate, of members of the meeting]

In Attendance:
[List names & positions/organisations, where appropriate, of those attending the meeting but are not members – i.e. they do not have voting rights]

Apologies:

[List names & positions/organisations, where appropriate, of those not able to attend the meeting]

Reflection/Acknowledgement of Indigenous Land:

[Brief description/summary of prayer, reflection or acknowledgement of Indigenous lands]
1/
Additions to Agenda:

[List any last minute additions/alterations to set agenda]
	Agenda Accepted:
	

	Moved:
	Seconded:


2/
Minutes from Last Meeting:

[List all changes, alterations and/or other amendments to the minutes of the last meeting]
	Date of Last Minutes:
/
/2008
	

	Minutes Accepted:
Yes/No
	

	Moved:






	Seconded:







3/
Business Arising from the Last Meeting:

	Item
	Subject
	Discussion, Comment & Action Required
	Responsibility

	3.1
	
	
	

	3.2
	
	
	

	3.3
	
	
	


4/
Standing Agenda:

	Item
	Subject
	Discussion, Comment & Action Required
	Responsibility

	4.1
	
	
	

	4.2
	
	
	

	4.3
	
	
	

	4.4
	
	
	

	4.5
	
	
	


5/
Other Business:

[List topics/subjects for business other than agenda items, any discussion or comments & actions required)]
6/
Next Scheduled Meeting:

	Day:

Time:


	Date:
/
/2008

	Location/Address:


























	Time Meeting ended:




am/pm
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