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	INSERT CLUB/SOCIETY NAME
<INSERT MEETING TYPE> 
<INSERT MONTH AND YEAR>



MEETING DETAILS

	DATE & TIME
<DAY, DD/MM/YYYY> 
<Time: HH:MM – HH:MM>
	LOCATION
<INSERT LOCATION NAME>
Mode: <PHYSICAL/ONLINE/HYBRID>




Is this a reconvened meeting?
☐Yes		☐No

ATTENDANCE
<INSERT LIST OF ALL ATTENDEES (FULL NAME)>




APOLOGIES
<INSERT LIST OF ALL APOLOGIES (FULL NAME)>




AGENDA
<INSERT MEETING TOPIC>
<List out points of discussion>
1. Item 1
2. Item 2
3. Item 3


NOTE-TAKING
<Space for taking notes during meeting>











DECISION-ITEMS
<What decisions were made during the meeting>






ACTION-ITEMS
<What tasks need to be completed following this meeting, and by who>
	PERSON RESPONSIBLE
	TASK/ACTION
	DEADLINE

	<NAME>
	· 
	<DAY/MONTH>

	<NAME>
	· 
	<DAY/MONTH>

	<NAME>
	· 
	<DAY/MONTH>




AGENDA ROLLOVER 
<INSERT PROPOSED DATE FOR NEXT MEETING> <DAY, DD/MM/YYYY & TIME: HH:MM – HH:MM>
<List out points of discussion>
1. Item 1
2. Item 2
3. Item 3






Meeting Closed: XXXX
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