[image: image1.jpg]


Folsom High School


2012 - 2013 Sample of Club Minutes
I. Call to Order

A. President calls meeting to order at (note the date and time the meeting was called to order.

B. List all the names of members present (a good way to do this is to pass around a “sign in” sheet).

II. Approval of Minutes

A. A few copies of the previous meeting’s minutes should be available for members to read.  Someone needs to “move” (make a motion) to approve minutes from the last meeting.  (Note who makes the motion and who seconds it.)  If there are corrections to the minutes, then make the changes and the president can then ask if the minutes are approved as corrected.

B. Following a vote from the group, state whether the motion passed or failed for the secretary to note in the minutes.

III. Treasurer’s Report

A. Name the person who “moved” to accept the treasurer’s report and who seconded it.

B. Following a vote from the group, state whether the motion passed or failed.

IV. Old Business

A. Discuss any business or issues that were addressed during the previous meeting.

V. New Business

A. Discuss any new business (items) that need to be discussed at this new meeting.

VI. Next Meeting

A. It is necessary to state when, where, and what time the next meeting is.

VII. Adjourned

A. Note who moves to adjourn the meeting, who seconded it, and the time it is adjourned.

(Note:  The secretary should take notes and then type them up and bring it (and copies of it) to the next meeting.  Agendas for future meetings should be based on the previous week’s meeting minutes.  The president and the secretary should create an agenda for the next meeting.  Ask your advisor for guidance when necessary.)

