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Governance Council Committee Meetings
Agenda / Minutes

	( INSERT NAME) Committee 

	Date of Agenda Posting:
	

	Meeting Date:
	

	Meeting Start Time: 
	

	Meeting Actual Start Time: 
	

	Meeting Location:
	

	Meeting Secretary : 
	


Member Attendance
	Committee Member Name
	Title
	Present
	Notes

	
	
	Y/N
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Guests in Attendance
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Agenda
	Agenda Item 1
	Notes on Discussion

	
	

	Agenda Item 2
	Notes on Discussion

	
	

	Agenda Item 3
	Notes on Discussion

	
	

	(and so forth) 
	

	
	


Meeting Action Items

	Action
	Assigned To
	Deadline

	Example: Posting the minutes electronically
	Secretary
	7 business days after conclusion of meeting

	Example: Items approved by committee
	Chair – forward to Senior officer
	7 business days after conclusion of meeting

	
	
	


Decisions Made

(Document any decisions made during the meeting) 

	Decision 1
	

	
	

	Decision 2
	

	
	

	(etc.)
	

	
	

	
	

	
	


Meeting End

	Meeting Schedule End:
	

	Meeting Actual End: 
	

	Next Meeting Date:
	

	Next Meeting Time:
	

	Next Meeting Location: 
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