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[INSERT COMPANY NAME]
(ACN INSERT)
NOTICE OF [BOARD / GENERAL] MEETING & AGENDA

[day and date]
[time]
[location and technology (if any)]
	Attendees:
	

	Apologies:  
	

	Guests:
	


	No
	Item
	Action 
	Supporting Material

	1. 
	Meeting Opening 

	(a) 
	Opening, quorum and attendance 
	Noting
	

	(b) 
	Welcome / Acknowledgement of Country 
	Noting
	

	(c) 
	Confirmation of chairperson and minute taker 
	Noting
	

	(d) 
	Declaration of conflicts of interest
	Noting
	

	2. 
	Minutes and Action List 

	(a) 
	Minutes of previous meeting

Proposed resolution: The board resolves to accept the minutes of the board meeting held on [date]. 
	Approval
	Minutes of meeting held on [date]

	(b) 
	Review of Action List 
	Noting
	Action List

	3. 
	Matters for Decision 

	(a) 
	[INSERT]
	Decision 
	

	4. 
	Matters for Discussion / Noting 

	(a) 
	Correspondence in and out
	Noting 
	

	(b) 
	[INSERT]
	
	

	5. 
	Reports

	(a) 
	Financial report 
	Noting 
	

	(b) 
	Chairperson’s report 
	Noting
	

	(c) 
	Manager’s report
	Noting
	

	6. 
	Governance Matters

	(a) 
	[INSERT]
	
	

	7. 
	Other Business 

	(a) 
	
	
	

	8. 
	Upcoming Events and Close of Meeting 

	(a) 
	
	
	

	(b) 
	
	
	

	Next meeting: 
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