	
	



	MEETING MINUTES



	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

	CHAIR
[President name]
	MINUTE-TAKER
[Secretary name]
	QUORUM
Met / Not Met


1. ATTENDANCE
	NAME
	ROLE
	PRESENT

	[Member name]
	[Role]
	Yes / Apology / Absent

	[Member name]
	[Role]
	Yes / Apology / Absent

	[Add rows as needed]
	
	



Guests:  [List guests, or "Nil".]
2. OPENING
2.1  Acknowledgement of Country
[Delivered by name. Standard acknowledgement read.]
2.2  Welcome and Call to Order
[President name] called the meeting to order at [time] and welcomed all members and guests.
2.3  Apologies
[List members who sent apologies, or "Nil".]
3. PREVIOUS MINUTES
The minutes of the meeting held on [DD Month YYYY] were [confirmed / confirmed with the following amendment: ...].
	DECISION
That the minutes of the meeting held on [DD Month YYYY] be confirmed. Moved: [Name]. Seconded: [Name]. CARRIED.


4. CORRESPONDENCE
4.1  Inward Correspondence
[List inward correspondence received since the last meeting, or "Nil".]
4.2  Outward Correspondence
[List outward correspondence sent since the last meeting, or "Nil".]
5. DIRECTORS' REPORTS
5.1  President
[Summary of President's report and updates.]
5.2  Treasurer
[Summary of Treasurer's report. Include bank balance, income, expenditure, and any items requiring approval.]
5.3  Secretary
[Summary of Secretary's report. Include any matters requiring member attention.]
6. COMMITTEE REPORTS
6.1  Service Projects
[Update from committee chair. Include active projects, upcoming events, and any items for decision.]
6.2  Youth Services
[Update from committee chair.]
6.3  Public Image
[Update from committee chair. Include social media, newsletter, and promotional activity.]
7. GENERAL BUSINESS
7.1  [Agenda Item]
[Background and context for the item.]
[Discussion summary.]
	DECISION
That [motion text]. Moved: [Name]. Seconded: [Name]. CARRIED / LOST [X for / X against].


ACTION  [Name]: [Specific action to be taken.]  (Due: [DD Mon YYYY])
7.2  [Agenda Item]
[Add further items as needed. Continue numbering 7.3, 7.4 etc.]
8. GUEST SPEAKER
Speaker:  [Name and organisation]
Topic:  [Topic title and brief summary of presentation.]
9. NOTICES AND IMPORTANT DATES
[List general notices, upcoming events, or announcements.]
10. NEXT MEETING
Date:  [DD Month YYYY]        Time:  [HH:MM]        Platform:  Zoom
11. CLOSE
[President name] closed the meeting at [time], thanked members and guests for their attendance.
12. ACTION SUMMARY
	OWNER
	ACTION
	DUE

	[Name]
	[Action description]
	[DD Mon]

	[Name]
	[Action description]
	[DD Mon]

	[Name]
	[Action description]
	[DD Mon]



Confirmed by:  _____________________________________       Date:  _______________
[President name and title]
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