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[Organisation] — Minutes of the [Regular] Board
Meeting

Date and time Location

Chair Minutes taken by

Present Absent

Guests / staff
Quorum present
(Y/N)

1. Call to order

2. Approval of previous minutes

3. Reports

4. Old business

5. New business

6. Action items
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7. Adjournment

Secretary signature: ____________ Date: ________ Approved on: ________

Notes


