Audit Committee Meeting

Meeting Date [Insert Date]
Meeting Location [Insert Location]
Attendees [List Attendees]
Prepared By [Name], [Title]

Discussion Points

Agenda Point / Topic
[e.g., Review of Q2 Financial
Statements]

[e.g., Internal Audit Report Findings]

[e.g., Risk Management Updates]

Other Matters Discussed

Discussion Summary

[Summary of discussion, key
concerns, clarification, feedback]

[Summary of issues raised, committee
comments, recommendations]

[Discussion on risk areas, mitigation
suggested]

[Summarize any additional topics raised or discussed during the meeting]

Next Steps / Follow-ups

Actions/Decisions

[Actions decided,
responsibility,
deadline]

[Agreed actions,
further review,
assigned to?]

[Updates required,
responsible party]

[State next meeting date, pending actions to be completed before next meeting, and responsible persons]

Important Notes

e This document ensures all key discussion points and decisions are accurately recorded for future

reference.

e Actionitems should be clearly assigned and include due dates and responsible persons.
e Minutes should be reviewed and approved by the Audit Committee before final distribution.
e Maintain confidentiality and comply with company record retention policies.

e Use clear and concise language for effective communication.
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