
Executive Summary
Audit Committee Meeting Minutes
Date & Time:
March 12, 2024   |   10:00 AM - 12:00 PM

Location:
Boardroom A, Head Office

Attendees:
John Doe (Chairperson)
Mary Smith (Committee Member)
Ahmed Khan (Committee Member)
Lisa Wong (Internal Auditor)
Paul Adams (External Auditor)

Agenda Overview:
Review of Previous Meeting Minutes
Internal Audit Updates
External Audit Progress Report
Compliance and Risk Assessment
Other Business

Main Discussion Points & Decisions:

Topic Summary Action/Decision

Review of
Previous Minutes

Previous minutes were reviewed with no
amendments. Approved by all members.

Internal Audit
Updates

Quarterly audit findings presented. Key issue
identified in procurement procedures.

Action plan to address
procurement controls by next
meeting.

External Audit
Progress

External auditor updated on interim audit
progress; no major concerns raised.

Final report expected by end of
next month.

Compliance and
Risk Assessment

Discussion on regulatory updates; new
compliance checklist introduced.

All members to review checklist
and provide feedback.

Other Business Discussion on training needs for committee
members.

Schedule training session for Q3
2024.

Next Meeting:
June 10, 2024   |   10:00 AM

Important Notes:
Executive summaries should provide a concise, clear overview of key topics and decisions.
All significant discussions and actions must be accurately recorded for transparency.
This document aids in ensuring accountability and follow-through on action items.



The summary should avoid unnecessary detail but capture all critical points for future reference.
Confidential matters should be handled in accordance with organizational policies.
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