Association (Name)

Minutes of the Executive Meeting (Date)
(Venue and Room)
Present: (List of attendees)
1.
Welcome and Previous Minutes: 
1.1
The meeting was opened by the Chair at (time) and they thanked everyone for attending.

1.2
Apologies: (names)
1.3
Previous Meeting Minutes (date)
It was Moved Smith / Black that the minutes of (date) be approved.
CARRIED

1.4
Business Arising:
The Chair referred to the Action List from (date) and noted the actions already taken. The following was also noted:
a. Item 4.1 – any incomplete actions and explanation

 ACTION: (Officer by name)
2.
Priority Items

2.1
Item

(Discussion)
ACTION: (Officer by name)
2.2 
Item
 (Discussion)
 It was agreed Moved Smith/Brown that etc.
 ACTION: (Officer by name)
3.
Reports

3.1
President’s Report 
3.1.1
The President presented their written report attached to these minutes and noted that etc.
3.2 
Finance Report 
3.2.1
The Treasurer presented a short written report as attached to these minutes and noted that etc.

3.2.2
Moved Brown/Black that the financial statements and report on finances be received and accepted. 






CARRIED
3.3
Reports from Committees and Representatives
3.3.1
Canteen Committee Report

Etc    
3.3.2
Meeting report
Etc                                                                                       ACTION: President

3.4 Correspondence (See attached list from secretary)

ACTION: <name> to follow up on letter 

4.
Other Business

Etc

5.
Closure

5.1
The Chair closed the meeting at 9.15pm.

5.2
The next meeting is at time on date at venue.

ATTACHMENTS
A.
Action List 

B.
President’s report for meeting of date
C.
Treasurer’s report
ATTACHMENT A

ACTION LIST FROM MEETING date
	Minute 
	Action
	Who
	By
	Remarks

	1.3.2.a
	It was agreed that we should still send our letter seeking information etc


	 Sec
	ASAP
	

	2.1.2
	Approach sponsors





   
	Jane Banks
	Next meeting
	


We needed to write to the ETD to advise etc.

	
	ExO
	ASAP
	Done by email 10 Nov
	

	2.4
	Meeting with the Minister etc

.



     
	ALL
	ASAP
	


