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[Insert Club Name]
[Insert meeting type eg Executive Committee or AGM] Meeting

[Insert Date]
[Insert Time]
[Insert Location/ venue]
Attendees: [Insert Names]
Minute Secretary: [Insert Name] 
1. Meeting Opening

1.1. Apologies – [list those that have formally notified that they cannot attend]
1.2. Previous Minutes - attach
1.2.1. Confirmation

1.2.2. Matters Arising/Action Log - attach
2. Matters for Decision
3. Matters for Noting/Information (unless starred)
3.1. Finance Report
3.2. President’s Report
3.3. Board Members Reports
4. Any other business
5. Closure

5.1. Next meeting-  
5.2. Meeting close
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