A meeting of XX Committee[image: Logo_Primary_CMYK_Blue]
will be held XX, on XX at XX
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AGENDA

1. Apologies for absence
2. Declarations of interest (see below)
3. Minutes of the last meeting
a) To approve the minutes of the last meeting – Date XX
b) Actions from last meeting
c) Matters arising not on the agenda
4. XX
5. XX
6. XX
7. XX
8. Any Other Business
9. Summary / Actions 
10. Date and venue of next meeting

If you are unable to attend this meeting, please contact XX. Email….





Declarations of Interest
Any Committee Member, who has an interest, whether financial or otherwise, in a matter under discussion, or where there might be a perception that they might have such an interest, should declare the nature of the interest.  They should withdraw from the meeting whilst the issue is being discussed, unless those present decide that they should be allowed to remain.  If they do remain, they may be allowed to speak, but cannot vote on the issue.
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