Agenda-Based Minutes for Capital Approval
Discussion

Date: June 15, 2024

Time: 10:00 AM a€" 11:30 AM

Location: Main Conference Room A

Facilitator: Jane Doe

Attendees: John Smith, Lisa Brown, Michael Lee, and others (see Attendance Sheet)

Recorder: Emily Tan

Agenda

Opening and Welcome Remarks
Review of Previous Minutes
Presentation of Capital Project Proposal
Financial Impact Assessment
Discussion and Q&A

Decision & Next Steps

Adjournment
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Detailed Minutes

1. Opening and Welcome Remarks

e Meeting called to order at 10:00 AM by Jane Doe.
e Attendance confirmed by Emily Tan.

2. Review of Previous Minutes

o No corrections or objections. Previous minutes approved.

3. Presentation of Capital Project Proposal

e Lisa Brown presented the key elements of the new Capital Investment Project, including timeline and
objectives.
e Key documents distributed to all present members.

4. Financial Impact Assessment

® Michael Lee summarized the projected budget, funding sources, and expected ROI.
e Potential risks and contingencies outlined for discussion.

5. Discussion and Q&A

® Open floor for attendeesa€™ questions and clarifications.
e Concerns raised regarding budget contingencies and approval timelines.
e All raised concerns addressed by project representatives.

6. Decision & Next Steps

e Unanimous decision to move forward with project as presented.
e Assigned action items to relevant departments:
o Legal review by July 1,2024

o Finance to finalize detailed budget by June 25, 2024
e Next meeting scheduled for July 5, 2024.



7. Adjournment

e Meeting adjourned at 11:30 AM.

Important Notes

Agenda-based minutes ensure key discussion points and decisions are accurately tracked.
Each agenda item should be individually summarized with clear outcomes or follow-ups.
Attendance and action items must be explicitly recorded to ensure accountability.

This format supports transparency and a clear historical record for future reference.
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