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Committee members present (check applicable):
	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



1. The meeting was called to order. It was determined that a quorum was present and the meeting could conduct business.
The following individuals were also present [listing names is optional]:
	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	











4.	The minutes from the previous meeting on [Date] were reviewed and approved.
5.	[Name of Individual] presented on [list topic]. 

6.	Upon motion duly made by [enter name], seconded by [enter name] and carried, it was resolved that_______________________________________________________________________________________________________________________________________________________________________
[repeat if necessary]

9. 	Upon motion duly made by [enter name], seconded by [enter name] and carried, the following actions were taken:
a. ____________________________________________________________________________________________________________________________________________________________

b. ____________________________________________________________________________________________________________________________________________________________

c. ____________________________________________________________________________________________________________________________________________________________

d. ____________________________________________________________________________________________________________________________________________________________

10.	Upon motion duly made by [enter name], seconded by [enter name] and carried, a motion was made to go into closed session [Please see Motion to Go into Closed Session checklist]

11.	During closed session the following matters were discussed:
a. ______________________________________________________________________________
b. ______________________________________________________________________________
c. ______________________________________________________________________________






12.	During closed session, upon motion duly made by [enter name], seconded by [enter name] and carried, the following actions were taken:
a. ____________________________________________________________________________________________________________________________________________________________
The vote for adoption of this action was as shown (check applicable):

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



b. ____________________________________________________________________________________________________________________________________________________________

The vote for adoption of this action was as shown (check applicable):

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



13.	Upon motion duly made by [enter name], seconded by [enter name] and carried, the closed session was adjourned.

14.	There was no further business, and the meeting was adjourned.
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