	
	



	MEETING AGENDA



	MEETING DATE
[DD Month YYYY]
	MEETING TYPE
[General / Board / Special]
	MEETING NUMBER
[X of RY 2026-27]

	START TIME
[HH:MM AEST/AEDT]
	FINISH TIME
[HH:MM AEST/AEDT]
	PLATFORM
Zoom (link in invite)

	CHAIR
[President name]
	MINUTE-TAKER
[Secretary name]
	QUORUM
7 members



	#
	AGENDA ITEM
	PRESENTER
	TIME

	OPENING

	1
	Acknowledgement of Country
Standard acknowledgement delivered to open the meeting.
	[Chair]
	1 min

	2
	Welcome and Call to Order
Chair welcomes members and guests, and calls the meeting to order.
	[Chair]
	2 min

	3
	Apologies
Record apologies received prior to the meeting.
	[Secretary]
	1 min

	PREVIOUS MINUTES

	4
	Confirmation of Previous Minutes
Minutes of [DD Month YYYY] meeting tabled for confirmation.
	[Secretary]
	2 min

	5
	Business Arising
Review of outstanding actions from previous meeting.
	[Chair]
	3 min

	DIRECTORS' AND COMMITTEE REPORTS

	6
	President's Report
Update from the President.
	[President]
	5 min

	7
	Treasurer's Report
Financial report including balances, income, and expenditure.
	[Treasurer]
	3 min

	8
	Secretary's Report
Administrative update and correspondence summary.
	[Secretary]
	3 min

	9
	Service Projects Update
Update on current and upcoming projects.
	[Service Chair]
	5 min

	10
	Youth Services Update
Update on youth programs.
	[Youth Chair]
	5 min

	11
	Public Image Update
Update on social media, newsletter, and promotional activity.
	[PI Chair]
	3 min

	GENERAL BUSINESS

	12
	[Agenda item title]
[One-line description]
	[Name]
	[X min]

	13
	[Agenda item title]
[One-line description]
	[Name]
	[X min]

	14
	[Agenda item title]
[One-line description]
	[Name]
	[X min]

	GUEST SPEAKER

	15
	Guest Speaker
Topic and bio to be circulated separately.
	[Guest]
	20 min

	CLOSE

	16
	Notices and Announcements
Upcoming events and general notices.
	[Chair]
	3 min

	17
	Next Meeting
Confirm date, time, and platform.
	[Chair]
	1 min

	18
	Close
Chair closes the meeting.
	[Chair]
	1 min



	GUEST SPEAKER DETAILS
Name:  [Full name]
Organisation:  [Organisation or affiliation]
Topic:  [Presentation topic]
Bio:  [Two to three sentence bio for President's introduction]
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