Club Name – Executive Meeting Minutes – DD/MM/YYYY 
Distributed via [Platforms/Methods] on DD/MM/YYYY 
Meeting Date: DD/MM/YYYY
Meeting Time: XX:XX am/pm
	Attendees
(Name, Student Number)
	Speakers
(Name, Profession/Reason for Attendance, WWCC)

	
	

	Apologies
(Name, Membership Type)
	Observers
(Name, Membership Type)

	
	


This meeting [Was/Was Not] open to general membership for observers or discussion. 
Overview of Agenda: 
[Short paragraph summarizing the key points of what is being discussed and who is discussing them] 
Key Objectives: 
[What are the priorities of this meeting?] 



Meeting Open: Time

Acknowledgement of Country 
Conducted by:

Outline of Expected Conduct
Outlined by:

President’s Report:
· Summary

Vice-President’s Report:
· Summary

Treasurer’s Report:
· Summary

Secretary’s Report:
· Summary

Other Reports:
· Summary

Review of Previous Minutes:
· Summary

Past Events: Review and Feedback  
Discussion
· 
Actions
· 

Upcoming Events: Plans and Management
Discussion
· 
Actions
· 

A snack break if necessary




Topic 1:
Discussion
· 
Actions
· 

Topic 2:
Discussion
· 
Actions
· 

Topic 3:
Discussion
· 
Actions
· 

Action Items:
Actions, grouped by topic, person/speaker, listed in dot points or addressed individually. 
	Action:
	Updates:
	Who:
	Due:

	
	
	
	

	
	
	
	

	
	
	
	



Meeting Closed: Time
