Minutes of the ordinary meeting of [Council name]
Held on [date] at [time] at [venue].
Present: [councillor names]
In attendance: [clerk name] (Clerk), [other officers]
Also present: [number] members of the public
These minutes are a draft until they are approved at the next suitable meeting. Replace the text in [square brackets] and delete this note before you publish.
Apologies for absence
Apologies were received from [names] and were accepted.
Declarations of interest
[No declarations were made. / Councillor [name] declared an interest in item [item] because [reason].]
Public participation
[Summary of the points raised, or: No members of the public spoke.]
Minutes of the previous meeting
The minutes of the meeting held on [date of previous meeting] were approved as a correct record.
Clerk’s report
The clerk reported [summary]. The council noted the report.
Finance and payments
The council considered its finances.
Payments
The council approved the following payments:
[Payee] — [description] — [amount]
[Payee] — [description] — [amount]
Bank reconciliation
The council noted the bank reconciliation as at [date].
Planning
The council considered the following planning applications.
[application number] — [address]
Resolved that the council [supports / objects / has no objection] because [reason].
Date of next meeting
The next ordinary meeting will be held on [date of next meeting] at [time] at [venue].
The meeting closed at [time].
Signed: [name of chair]
Date signed: [date signed]




