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Your Club NameYOUR CLUB LOGO


(Your Committee Name) Meeting Minutes

Committee Meeting Date:  	
Location:			
Meeting Time:

Present:	Add Name	- Committee Chair (Chair and Committee Members)
	Add Name	- Member 
	Add Name	- Member
	Add Name	- Member


In attendance:	Add Name	- Add Role (e.g. Management, Administrator etc)
	Add Name	- Add Role
	Add Name	- Add Role
                                              

Guests:	Add Name	- Add Role (e.g. Invited guests, not part of Committee)




The Chair opened the Meeting at (add time am / pm).

1. Apologies
Note apologies here.  If none, note no apologies.

2. Declaration of Conflicts of Interest
Note any conflicts of interest declared.  If none, note that No conflicts of interest were declared.

3. Confirmation of Minutes of (insert previous Committee meeting date)
RESOLUTION:	The Committee resolved that the minutes of (insert previous Committee meeting date) represented a true and accurate record of that meeting.  (This format can be copied for other resolutions).
4. Actions Register Update
Add any relevant updates here, or that the Committee reviewed the actions.
5. Key Issue – Add item
Add discussion summary here.
ACTION:	Add action items where needed. (This format can be copied for other action items).
6. Key Issue – Add item
Add discussion summary here.
7. Key Issue – Add item
Add discussion summary here.
8. For Noting – Add item
Add that the Committee noted the item / discussion arising.

9. For Noting – Add item
Add that the Committee noted the item / discussion arising.

10. For Noting – Add item
Add that the Committee noted the item / discussion arising.

11. General Business
Add discussion summary here.

12. Meeting Review (Optional)
Add discussion summary here.

13. Next Meeting
Add date, time and location of next meeting.

14. Closure
The Chair closed the Meeting at (add time am / pm).



Confirmed as a true record.



Chair signs here

	
Insert Chair’s name,
Chair
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