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[Club name]
[Annual/Special] General Meeting

Minutes of the [Club Name] [Annual/Special] General Meeting held at [time and date scheduled to start] in [location of meeting].
PRESENT:
[Names of the people who attended, President should be first with (Chair) after their name]

APOLOGIES:

[Names of the people who gave their apologies]

Meeting Opened:

[time the meeting actually opened]
MINUTES OF THE PREVIOUS MEETING:
CHAIR

THAT the minutes of the [Annual/Special] General Meeting held on [date of last General Meeting] be received and adopted as a true and correct record.
Carried
CLUB ANNUAL REPORT

Secretary or PResidents’ name/seconder

THAT the minutes of [Club name} Annual Report for [Year] be received and noted.

Carried

AUDITED ACCOUNTS

TREASURER’s name/seconder

THAT the Audited Accounts for [YEAR] be received and noted.

Carried

COMMITTEE ANNUAL REPORTS:

Presidents’ Report:

President’s name/seconder

THAT the Audited Accounts for [YEAR] be received and noted.

Carried

Secretary’s Report:

Secretary’s name/seconder

THAT the Audited Accounts for [YEAR] be received and noted.

Carried

Treasurer’s Report:

TREASURER’s name/seconder

THAT the Audited Accounts for [YEAR] be received and noted.

Carried

Any other committee members’ reports.

ELECTION OF THE COMMITTEE:

Election of the President:

[Name of person moving/name of person seconding motion]

THAT [name] be nominated for the position of President

If there is only one nomination, replace this line with [Name] was declared elected as President.

If there is more than one nomination:

[Name of person moving/name of person seconding motion]

THAT [name] be appointed Returning Officer for the election of President.

Carried

A secret ballot was held, [name] was declared elected as President.
Election of the Secretary:

[Name of person moving/name of person seconding motion]

THAT [name] be nominated for the position of Secretary.

If there is only one nomination, replace this line with [Name] was declared elected as Secretary.

If there is more than one nomination:

[Name of person moving/name of person seconding motion]

THAT [name] be appointed Returning Officer for the election of Secretary.

Carried

A secret ballot was held, [name] was declared elected as Secretary.

Election of the Treasurer:

[Name of person moving/name of person seconding motion]

THAT [name] be nominated for the position of Treasurer.

If there is only one nomination, replace this line with [Name] was declared elected as Treasurer.

If there is more than one nomination, remove the above line and replace it with:

[Name of person moving/name of person seconding motion]

THAT [name] be appointed Returning Officer for the election of Treasurer.

Carried

A secret ballot was held, [name] was declared elected as Treasurer.
ANNUAL MEMBERSHIP FEE:
[Name of person moving/name of person seconding motion]

THAT Annual Membership Fee be $x.xx.

Carried

AMMENDMENTS TO THE CONSTITUTION:
[Name of person moving/name of person seconding motion]

THAT [x be changed to read/deleted/added etc]

Carried

[Items for which notice is given]:

GENERAL BUSINESS:

Meeting closed at: 

[Time meeting closed]

Signed as a true an accurate record:
…………………………………………………………………..
[Name of President], President, [Club Name]
