	

Queensland Government
[Project Name] – Project Steering Committee #[XX] agenda 
	Date
	[insert date]

	Time
	[insert time]

	Location
	[insert location]

	Attendees
	[insert member name and title of meeting Chair]
[insert member name and title]
[insert member name and title]
[insert member name and title of meeting Secretariat] 

	Apologies
	[insert apologies or nil]



	Item
	Topic
	Presenter
	Paper/Material
	Action
	Time

	
	Meeting Opening 
· Acknowledgement of Country
· Apologies  
· Conflicts of Interests
	[insert presenter]
	Yes / No
	Update/
Endorse 
	[insert time]

	
	Previous Minutes and Actions – for noting / for discussion / for approval
· Confirmation of previous minutes
· Actions arising from previous minutes
	[insert presenter]
	Yes / No
	Update/
Endorse 
	[insert time]

	
	Monthly Update (Report) – for noting / for discussion / for approval
· Project Status 
· Key Issues for discussion and action
	[insert presenter]
	Yes / No
	Update/
Endorse 
	[insert time]

	
	Other Business– for noting / for discussion / for approval
	[insert presenter]
	Yes / No
	Update/
Endorse 
	[insert time]

	
	[insert topic and select one option – for noting / for discussion / for approval]
	[insert presenter]
	Yes / No
	Update/
Endorse 
	[insert time]

	
	Next Meeting 
The next meeting of the [insert committee name] will be held on [Date] and [Time] at [Location].
	Chair
	
	
	

	
	Meeting Closure 
	Chair 
	
	
	[insert time]
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