Club Meeting Minutes
	Club name
	

	Type of meeting (committee / general / annual general)
	

	Date
	

	Time
	

	Location
	

	Chair
	

	Minutes taken by (secretary)
	

	Committee members present
	

	Apologies
	

	Members present (count, for general meetings)
	

	Quorum present (yes / no)
	



1. Welcome and apologies
[Who chaired, time started, and apologies received.]

2. Minutes of the previous meeting
[Approved as circulated or with corrections. Note any matters arising that are not elsewhere on the agenda.]
Approved as:
Matters arising:

3. Membership report
[Totals and movements since the last meeting. Attach the list rather than listing every name.]
Members at last meeting:
New members:
Resigned or lapsed:
Members now:
Dues paid / outstanding:

4. Treasurer's report
[Balance, income and expenses since the last meeting. Dues income separately from event income.]
Opening balance:
Dues received:
Event and other income:
Expenses:
Closing balance:

5. Events and calendar
[Past events with attendance and any issues; upcoming events with the organiser named for each.]
Events since last meeting (name, date, attendance):
Upcoming events (name, date, organiser):
Venue or permit bookings needed:

6. Equipment and facilities
[What the club owns, what needs repair or replacing, and who holds it. Record purchases as decisions.]

7. Guest speaker or presentation
[Name, topic and a one-line summary. Thank them in the minutes.]

8. Decisions and business
[One block per item. Record the proposal and the outcome; add a vote count for money and rule changes.]
Item:
Proposal:
Proposed by:
Seconded by:
Outcome:

9. Elections (annual general meeting)
[Each office, the nominees and the result. Record the handover date for signatories.]
Office:
Nominees:
Elected:

10. Any other business
[Short items raised from the floor. Anything needing a decision goes on the next agenda.]

11. Date of next meeting and close
[Date, time, place and the time the meeting closed.]
Next meeting:
Meeting closed at:

Approval
Minutes submitted by:
Minutes approved on:
Chair's signature:

Decisions
	No.
	Decision
	Proposed / seconded
	Vote
	Outcome

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Action items
	No.
	Action
	Owner
	Due
	Status
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