[image: ]Insert Club or Society Name 	
<INSERT MONTH AND YEAR>
<INSERT MEETING TYPE>

Edit this template to work with the meeting type your club is holding (EGM/OGM) 

  Date/Time: DD/MM/YYYY HH:MM AM/PM
Apologies


<Insert list of names of apologies>

Attendance


<Insert list of all attendees (full name)>

Is this a reconvened meeting?
☐Yes		☐No



Part A – Official Business



A1	Welcome, Apologies, Attendance

A2	Business Arising from the Minutes  

A3	Confirmation of EGM Minutes
That the minutes of the Extraordinary General Meeting held on <INSERT DATE> be confirmed as an accurate account of the meeting. (Apply, only if applicable)













Part B – General Business


B1      Other Business


B2       Next Meeting
The next meeting is scheduled to be held on <INSERT DATE>.

Meeting Closed: XXXX
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