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Committee Meeting Minutes
[GROUP NAME]
	Date
	 

	Time
	 

	Venue
	 

	Present
	 

	Apologies
	 

	Chaired by
	 


Minutes
1. Minutes of previous meeting — proposed by: _____________ seconded by: _____________
2. Matters arising
[Notes]
3. Treasurer’s update
[Notes]
4. Items for discussion
[Item — discussion — decision — action — who — by when]
5. Any other business
[Notes]
6. Date of next meeting
[Date]
Note: Keep even brief meetings minuted — who attended, what was decided, and any actions agreed. This is expected practice under the Charities Regulator’s Governance Code.
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