Audit Committee Compliance Minutes Outline

1. Meeting Details

e Date:
e Time:

e | ocation:

2. Attendance

¢ Members Present:
o Members Absent:
o Guests/Invitees:

3. Call to Order & Approval of Previous Minutes

e Time meeting was called to order:
e Approval of previous meeting minutes:

4. Compliance Updates & Reports

e Summary of compliance reports presented:
e Key findings and discussions:

5. Regulatory and Legal Updates

e Review of recent regulatory changes:
e | egal matters impacting compliance:

6. Risk Assessment & Internal Controls

e QOverview of risk assessment activities:

e Status of internal control frameworks:

7. Follow-up on Previous Action ltems

e Status and updates on assigned tasks:

¢ |dentification of any outstanding issues:

8. New Business

e Discussion of new compliance topics or concerns:

e Committee recommendations and resolutions:

9. Closing



e Summary of key decisions made:
e ltems to be followed up:
e Date and time for next meeting:

10. Adjournment

¢ Time of adjournment:

Important Notes:

Minutes should be factual, concise, and accurately reflect discussions and decisions.

Always record attendance and ensure quorum requirements are met.

Clearly note action items, responsible parties, and deadlines.

Minutes may be subject to internal or external audits&€”maintain clarity and avoid ambiguity.
e Review, approval, and secure storage of minutes are part of best governance practices.
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