Committee Meeting Minutes
	Organisation
	

	Committee name
	

	Committee charter or terms of reference (date adopted)
	

	Reports to
	

	Date and time
	

	Location (or video)
	

	Committee chair
	

	Minutes taken by
	

	Members present
	

	Members absent
	

	Staff and guests present
	

	Quorum (if the charter sets one)
	



1. Opening and quorum
[Who chaired, the time, and quorum if the charter sets one. Note any guest invited for a specific item.]

2. Approval of previous minutes
[Date and any corrections.]

3. Matters arising and board feedback
[What the board did with the committee's last recommendations, and any task the board referred to the committee.]

4. Standing items
[The items the charter says the committee reviews every meeting: for finance, the management accounts; for audit, control issues; for governance, the policy review calendar; for a steering committee, status against plan.]
Item:
Reviewed:
Committee's conclusion:

5. Decisions within the committee's authority
[Only items the charter lets the committee decide. State the decision and the charter clause relied on.]
Decision:
Charter authority:
Moved / seconded (if the committee uses motions):
Outcome:

6. Recommendations to the board
[Word each recommendation as the resolution the board will be asked to adopt, with the committee's reasons in one or two sentences.]
Recommendation:
Reasons:
Board meeting at which it will be presented:
Presented by:

7. Items referred elsewhere
[Matters outside the committee's scope, and where they were sent.]

8. Work plan and next steps
[Items due at the next meeting; progress against the committee's annual work plan.]

9. Next meeting
[Date, time and the main items expected.]

10. Close
Time closed:

Report to the board
Minutes or summary sent to the board secretary on:
Chair's sign-off:

Recommendations to the board
	No.
	Recommendation
	Reasons
	Board date

	
	
	
	

	
	
	
	

	
	
	
	



Decisions within committee authority
	No.
	Decision
	Charter clause
	Outcome

	
	
	
	

	
	
	
	

	
	
	
	



Action items
	No.
	Action
	Owner
	Due
	Status
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