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MEETING MINUTES AND ACTION ITEM TEMPLATES

CLUB NAME

Minutes of the meeting held on [date] at [venue]

	Item
	Discussion
	Actions 

	1. Apologies

· List any apologies received for the meeting
	
	

	2. Minutes of Previous Meeting

· The Committee resolved that the minutes of the meeting are a true and correct record of that meeting.
	
	

	3. Matters arising from previous minutes
	
	

	4. President’s report
	
	

	5. Treasurer’s report
	
	

	6. Income Generation
	
	

	7. Coaching
	
	

	8. Officiating
	
	

	9. Equipment
	
	

	10. Social
	
	

	11. The date for the next meeting was set as [date]

	
	


There being no further business, the meeting was closed at [time]
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