[Name of the association]
[Address]
Minutes of the annual general meeting [year]
	Date
	[day, date], [time] to [time]

	Venue
	[venue, address]

	Chair
	[name, position]

	Minutes
	[name]

	Present
	[number] voting members, [number] guests, attendance list attached

	Apologies
	[number] members



1.	Welcome and confirmation of the quorum
[Name] welcomes those present. The notice was sent on time on [date]. [Number] voting members are present; the absolute majority is [number]. The meeting is quorate.
2.	Election of tellers
Elected: [names].
3.	Approval of the agenda
The agenda is approved without changes.
4.	Minutes of the general meeting of [date]
The minutes are approved with thanks. [votes]
5.	Annual report [year]
[Name] presents the annual report. [questions and answers in brief] The annual report is approved. [votes]
6.	Annual accounts [year] and auditors’ report
[Name] explains the annual accounts. The auditors recommend approval. The annual accounts are approved. [votes]
7.	Discharge of the board
The meeting grants discharge to the board. [votes] Board members do not vote.
8.	Budget [year] and membership fees
The budget is approved; the membership fee is [amount]. [votes]
9.	Elections
[Name] is elected as [position] for [term of office]. [votes] [Name] accepts the election.
10.	Motions from the board
Motion: [wording]. The motion is [carried or rejected]. [votes]
11.	Motions from members
[No motions were received. Otherwise for each motion as under item 10: proposer, wording, resolution, votes.]
12.	Honours
[Name] is honoured for [reason].
13.	Any other business
[Information and dates]. No resolutions are passed.
Close of meeting: [time]
[Place, date]
	__________________________________
	__________________________________

	[Name], chair
	[Name], minutes



Attachments: attendance list, [other documents]
Replace [votes] for each resolution with the result, for example “84 in favour, 2 against, 3 abstentions” or “unanimously”. For a members’ or delegates’ assembly, change the name of the meeting; at a delegates’ assembly, record attendance per section.


[Name of the organisation]
[board or team]
Minutes of the meeting of [date]
	Time and place
	[time] to [time], [room or online]

	Chair
	[name]

	Minutes
	[name]

	Present
	[names]

	Apologies
	[names]

	Distribution
	present, apologies, [others]



Agenda items and decisions
	No.
	Agenda item
	Decision or outcome

	1
	Minutes of the last meeting
	[approved or approved with changes]

	2
	Actions from the last meeting
	status: see action list

	3
	[agenda item]
	Decision: [wording]. [votes or unanimously]

	4
	[agenda item]
	Information: [key message in one sentence]. No decision.

	5
	Any other business
	Next meeting: [date, time, place]



Action list
	No.
	What
	Who
	By
	Status

	1
	[task, specific enough to be understood without the meeting]
	[name]
	[date]
	open

	2
	
	
	
	



The minutes are deemed approved if no objections reach [name] by [date].
Carry open actions over as the first agenda item of the next meeting; report completed actions once, then delete them.
[Place, date]
	__________________________________
	__________________________________

	[Name], chair
	[Name], minutes
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