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MINUTES 
[INSERT ADVISORY COMMITTEE NAME] 

[Insert Date] 
[Insert Time] 

[Insert Meeting Location] 
 

 
Present:  Chair:  (insert name) 
   Vice-Chair:  (insert name) 
   Members:   (insert names) 
 
Absent with 
Regrets:  (insert names of absent Committee members only)   
 
Also Present: (insert staff names with titles) 
 

Pursuant to Section 5.4(4) of the City of Hamilton’s Procedural By-law 18-
270 at [Insert Time] the Staff Liaison to the Committee advised those in 
attendance that quorum had not been achieved within 30 minutes after the 
time set for the [Insert Advisory Committee Name], therefore, the Staff 
Liaison to the Committee noted the names of those in attendance and the 
meeting stood adjourned.  
 
 

Respectfully submitted,  
   
 
 
[Insert Staff Liaison’s Name] 
[Insert Staff Liaison’s Position Title 
& Department] 
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