
MONASH UNIVERSITY
(Name of Committee) Meeting (number)
MINUTES

Meeting (number) of the (Name of Committee) was held on (date, time and venue – include campus)
There were present:

Name of Committee members that attended.
Apologies were received from:

Name of Committee members that were noted apologies.

Invited to attend:

Name of non-members that were invited to attend.

Observers:

Name of Observers that attended.

In attendance:

Name of Secretary.
PART A
1 PROCEDURAL MATTERS

1.1 Alternations to the Agenda and Starring of Items
1.2 Approval of Non-Starred Items

1.3 Confidential Items

1.4 Admission of Observers
2 Confirmation of Minutes of Previous Meeting

2.1 Minutes of Meeting No (insert number)
The Committee confirmed the Minutes of Meeting No. (insert number) held on (insert date).
PART B
STARRED ITEMS

3 (Item)
Brief summary of discussion. 
Ensure that an outcome is recorded. Check terminology for accuracy.
4 (Item)
Brief summary of discussion. 

Ensure that an outcome is recorded. Check terminology for accuracy.

PART C 
ITEMS FOR APPROVAL OR INFORMATION

5 (Item)

As per the agenda, this header should be used for items which were not actually discussed at the meeting. 
6 Report of (as per the agenda, this type of agenda heading will often be used when there is a sub-committee or group reporting to your committee and the report is not starred.)
6.1 Receipt of Report

The Committee received and noted the Report of (insert detail)
6.2 (Item for approval, not requiring discussion i.e. not starred)
This will often be used when there is a recommendation arising from the sub-committee etc. meeting, which is of a routine nature. 
The Committee approved (whatever was recommended in the Report).
7 Other Business

7.1 (Item)
Use your agenda as a guide, especially where you have advance notice of item/s of other business. However, also be aware that they may crop up without warning during the meeting. 
The Committee approved/endorsed/noted/referred etc.
8 Next Meeting

The next meeting of (name of your Committee) is scheduled to be held at (date, time venue – include campus)






Monash University Council Agenda Meeting .....
v

