[image: image1.jpg]“ Macedon Ranges

Shire Council

ABN 42 686 389 537

PO Box 151 Kyneton Victoria 3444
T 03 5422 0333 F 03 5422 3623 E mrsc@mrsc.vic.gov.au
www.mrsc.vic.gov.au








	Section 86 Committee of Management
Sample Minutes



The minutes are an official record of the decisions made at the meeting.  They should be an accurate written summary reflecting the collective opinions of the whole group.

The minutes should be kept short and uncluttered, but still be able to reflect the issues discussed.  If a motion if recorded or an important issue discussed, members should request that the minute be read back to ensure that it was taken down to the members’ satisfaction.

All Committees are required to keep minutes of each Committee meeting and a copy of all minutes must be sent to Council (within 21 days of the meeting being held).

The minutes of each meeting should include the following points:

· The time that the meeting commenced

· The members present and the person in the chair

· Apologies received

· All agenda items considered

· All formal decisions, including mover, seconder and an indication of whether the motion was carried or lost.

Minutes of the [Insert Name Of Facility] Committee Of Management

Meeting held on [Insert Day, Date, Year]
1.
Welcome


The Chairperson, [insert name], opened the meeting at [insert time] and welcomed those present.

2.
Present:


[List all those present]

3.
Apologies


[List all apologies]

4.
Minutes of the previous meeting


That the minutes from the previous meeting dated [insert date of previous meeting] be accepted as read.









Moved:
[insert name]








Seconded:
[insert name]
5.
Business arising from the previous minutes

[Detail items, and recorded their current status]

6.
Correspondence


Inwards:


[Detail items, and record whether action is required]


Outwards:


[Detail items, and record whether action is required]

7.
Business arising from correspondence


[Detail items, each item is to be moved, seconded, debated and voted upon]

8.
Financial Report for the Month/s of [insert Month/s]

That the Financial Report received as presented to the Committee meeting on [insert meeting date].










Moved:
[insert name]









Seconded:
[insert name]
9.
Accounts for Payment


[Detail accounts for payment and amount of each account]


That the accounts as presented be approved for payment.










Moved:
[insert name]









Seconded:
[insert name]
10.
General Business


[Detail items, each item is to be moved, seconded, debated and voted upon]

Next meeting:[insert date of next meeting]
Meeting closed at [insert time]


