
THE COMMITTEE MEMBER HANDBOOK  ·  FREE FORM

COMMITTEE MEETING MINUTES
Record decisions, who voted and any conflicts, not the argument.

SCHEME DATE

START TIME FINISH TIME

LOCATION / VIDEO CHAIR

PRESENT (AND PROXIES, WHERE ALLOWED)

APOLOGIES

QUORUM PRESENT? CONFLICTS OF INTEREST DECLARED (AND BY WHOM)

ITEM DECISION / RESOLUTION FOR AGAINST ACTION BY

NEXT MEETING

CHAIR SIGNATURE NAME DATE

Free template from committeehandbooks.com. General template only, not legal advice. Check your state's rules and any official prescribed form.
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