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Minute of meeting
[Name] Community Council 
Time, day, date

Venue name and address
Present:

Insert names

Apologies:

Insert names

1.
Declarations of interest
1.1
[Name] declared a [financial/non-financial] interest in item x as…
2.
Minute of meeting of [date] and matters arising
2.1 Approved as a correct record [Subject to – insert any agreed amendments]
3.
Item 3
3.1
[Briefly describe the item of business considered]
Decision
3.2
4.
Item 4
4.1
[Briefly describe the item of business considered]
Decision
4.2

5.
Item 5
5.1
[Briefly describe the item of business considered]
Decision

5.2


6.
AOCB

6.1


7.
Questions from the floor

7.1


8.
Date of next meeting
8.1 
Time, day, date – venue name and address
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