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Sample Proforma for Committee Meetings

Minutes of the ……………………………………… Committee
Date………….

Or

Report of the………………………………………… Working Party

	Present
	Topics covered on the agenda

	
	

	
	

	
	

	
	

	
	

	
	

	Apologies:



	Summary of Recommendations or Decisions (further details overleaf*)

	Decisions (under delegated powers):



	Recommendations:



	* Relevant papers attached
	Date of next Meeting



	Date ……………………………………
	Signed …………………………………. 
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