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Meeting Minutes

	College/ Section:
	

	Committee:
	

	Purpose of meeting (optional):
	

	Date and Time:
	

	Location (city and venue):
	

	Chair:
	

	Minute Taker:
	

	Attendees:
	

	Apologies:
	




	Summary of actions from this meeting
	Person Responsible

	
	

	
	

	
	

	
	




	TOPIC
	DISCUSSION
	ACTION

	Minutes of last meeting (date) _________________
	Moved:
Seconded:
Carried:
Abstentions:
	

	Matters Arising from previous minutes 
	
	

	Inwards correspondence
	Moved:
Seconded:
Carried:
Abstentions:
	

	Outwards correspondance
	Moved:
Seconded:
Carried:
Abstentions:
	

	
Financial Report
	Cheque account balance as of (date)_________
Term deposit balance (if applicable) ________________
Invoices for payment
Forthcoming expenses to be pre-approved
Moved:
Seconded:
Carried:
Abstentions:
	

	Membership
	Currently _____   members.
Movement from previous meeting
	

	Newsletter
	
	

	Website 
	
	

	Reports from external meetings/ representative groups
	
	

	Review of planned activities 
in operational plan
	
	

	AGM planning 
	
	

	Conference
	
	

	Other agenda items
	
	

	Review actions from meeting
	
	


Meeting closed (time): 
Next face-to-face meeting/ Zoom will be held (date and time): 
	    Date minutes confirmed (usually done at next meeting)
	

	Signed
	

	Name
	



The minutes must be signed by the Committee Chair and given to the C&S National Administrator, or the C&S National Administrator should have the Chair’s electronic signature to paste into minutes, after approval is provided.

Records older than two years should be sent to your National Administrator for checking against archives and filing, if needed.
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