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CSPC Meeting Minutes 
 (Date/Time)


	Chaired by:
	

	Minutes by:
	

	In Attendance:
	

	Regrets:
	

	Guests:
	

	

	Agenda Item
	Presenter
	Summary
	Action/Motion
(if any)
	Responsibility

	1. Call to Order
	Meeting called to order by chair/co-chairs at (insert time).

	2. Approval of Agenda
	
	
	
	

	
	MOVED by (insert name), seconded by (insert name).

	3. Approval of Previous Meeting Minutes
	

	
	
	

	
	MOVED by (insert name), seconded by (insert name).

	4. Chair/Co-Chair’s Report 
	
	
	
	

	5. Principal’s Report  
	
	
	
	

	6. Treasurer’s Report 
	
	
	
	

	
	MOVED by (insert name), seconded by (insert name).

	7. Agenda Items (new business)

	
	
	
	

	8. Unfinished Business (Agenda Items Deferred or Carried Forward and/or Matters Arising from Minutes)

	
	
	
	

	9. Sub-Committee Reports and Recommendations 
	
	
	
	

	10. Date, Time & Location of Next Meeting

	
	
	
	

	11. Adjournment


	Meeting adjourned by the chair/co-chairs at (insert time).

MOVED by (insert name), seconded by (insert name).






	

	

	Chair/Co-Chair Signature
	Date

	

	

	Principal Signature
	Date
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