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[Committee] Meeting 
[Meeting date and time]
Draft Minutes

2
[bookmark: PART_A_-_PRELIMINARY_BUSINESS]Members present: 	Name, Title
In attendance:	Name, Title

PRELIMINARY BUSINESS
[bookmark: A1_Apologies_and_Welcomes]Acknowledgement of Country
[bookmark: A2_Declarations_of_Interest]Apologies
Apologies were received from 
Previous Meetings
Draft Minutes of the meeting held X Month YYYY
Draft resolution:
[Committee] agrees that the Draft Minutes of the meeting held X Month YYYY be signed by the Chair as a true and accurate record of the meeting.
Business Arising
Action Items 
Declarations of Interest
Arrangement of Agenda
The agenda was discussed in the order presented.
{Or example} 
Agenda item C1 was discussed prior to B1.  The remainder of the agenda was discussed in the order presented.
GENERAL BUSINESS
Report from the Chair, [Committee]
The report was taken as read.  The Chair highlighted:

The Committee discussed:
Minute any relevant discussion.
Item (verbal)
[Jane Smith] informed the Committee:
[bookmark: _GoBack][minute highlights]

The Committee discussed:
Minute any relevant discussion.

The Committee agreed [insert outcome].
Action: [Insert action]; Responsible: [Insert person responsible for action]; Due date: [Insert due date for action]
[bookmark: A4_Confirmed_Minutes_of_Admissions_Commi][bookmark: PART_B_–_REPORTS_AND_STANDING_ORDERS][bookmark: B1_Report_from_Chair,_Admissions_Committ][bookmark: B2_Provider_Evidence_Level_(verbal_repor][bookmark: B3_English_Language_Proficiency_Equivale][bookmark: B4_Cohort_Reporting_Framework_-_Session_][bookmark: PART_C_–_BUSINESS][INSERT TITLE]
Item
The report was taken as read.
[Joe Blogs] highlighted the following:

The Committee discussed:

It was resolved:
[Committee] recommends …..
Item
The report was taken as read.
[Joe Blogs] highlighted the following:

The Committee discussed:

It was resolved:
[Committee] recommends …..
CLOSING BUSINESS
Other Business 
None
Or
The Committee discussed: 
[bookmark: D3_Reporting_to_Academic_Board]Reporting 
The following items were referred to [XYZ] Committee
Item C1 – [Item]
Item D8 – [Item]
[bookmark: D4_Next_Admissions_Committee_Meeting]Next [Committee] Meeting
The next [Committee] meeting was scheduled for TIME, Day, XX Month YYYY.
Minutes – [Committee]	 [Meeting date and time]
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