2 BOARD MINUTES TEMPLATE PACK

Minute-taker’s checklist

Agenda and previous minutes to hand
Attendance and quorum recorded
Conflicts of interest noted

Motion wording confirmed before votes
Mover, seconder and result recorded
Action items with owners and dates
Adjournment time noted

Draft to chair within a few days

Draft marked as draft when circulated
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Approved copy signed and filed

Notes
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