	(Insert Club Name)
MINUTES
(Insert Date Here)
	[image: ]

	Venue: (Insert venue name here)  
	Time: (Insert meeting time here)  

	Position
	Name 
	Present
	Apology
	Absent

	Chairperson
	(Insert chairperson name here)
	
	
	

	Members 
	(Insert member name here)
	
	
	

	
	(Insert member name here)
	
	
	

	
	(Insert member name here)
	
	
	

	
	(Insert member name here)
	
	
	

	
	(Insert member name here)
	
	
	

	
	(Insert member name here)
	
	
	

	
	(Insert guest name here)
	
	
	

	
	(Insert guest name here)
	
	
	

	

	Item
	
	Actions 

	1

	
	

	2

	
	

	3

	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	

	11
	
	

	Next Meeting: TBC
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