
Club Meeting Minutes

Division of Student Success
[bookmark: _Toc514854127]MINUTES: Charles Sturt University – Club Name
DATE: 
LOCATION: 
TIME: 

STANDING ITEMS:
1. Acknowledgement of country:
“We acknowledge the traditional owners and custodians of the lands on which Charles Sturt University campuses are located and pay respect to their Elders both past and present.

1. Apologies


2. In Attendance 


3. Minutes of the previous meeting:


Motion:                 Second:              
In favour:  
	
4. Presidents Report:
· 

5. Treasurers Report:
· 

6. Secretary’s Report: 
· 

7. Other Committee Report: 
· 



1. Actions from previous meeting:

	BY WHOM
	ACTION
	Update
	COMPLETE BY

	
	
	
	

	
	
	
	

	
	
	
	



9. Items for discussion:
	a.
	Member raising matter
	

	
	Item
	

	
	Motion
	

	
	Moved By
	
	Seconded By
	
	In favour
	

	
	

	b.
	Member raising matter
	

	
	Item
	

	
	Motion
	

	
	Moved By
	
	Seconded By
	
	In favour
	

	
	
	

	c.
	Member raising matter
	

	
	Item
	

	
	Motion
	

	
	Moved By
	
	Seconded By
	
	In favour
	




10. Upcoming Expenses

(example of way to provide details on event expenses – delete if not relevant)
	CLUB OR EVENT EXPENSES: Club Ball

	Item
	Business Name
	Approximate Cost
	Confirmed Cost
	Other Details

	Entertainment
	
	
	
	

	Catering
	
	
	
	

	Photo booth
	
	
	
	

	Photographer
	
	
	
	

	Decorations
	
	
	
	

	Gifts/Prizes
	
	
	
	

	Equipment Hire
	
	
	
	

	Room Hire
	
	
	
	

	Security
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Motion:                                           Second: 
In favour:  

11. Correspondence:

12. Other Matters Without Notice:


13. Adjournment and confirmation of next meeting:

14. Actions from this meeting:

	BY WHOM
	ACTION
	STATUS
	BY WHEN
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Glossary
	Agenda
	A meeting agenda is a list of items that participants hope to accomplish at a meeting. The agenda should be circulated to participants in advance of the meeting to provide an opportunity for participants to come prepared to the meeting.

	Apologies
	Are from people who are unable to attend the meeting. They are noted at the beginning of the meeting and included in the Minutes.

	In favour
	The Meeting Chair (most often the club president) will put a question or motion to the participants of the meeting. With a show of hands, it will be recorded how many supported or carried the motion.

	Motion
	A motion is a proposal that is put before a meeting for discussion and a decision. If a motion is passed it becomes a resolution. Resolutions are binding and should be recorded in the Minutes of the meeting.

	Second
	To second something is to agree that it should be done. Usually a motion needs to be seconded before it can be put to a vote from the entire group. By saying you second that motion, you are saying that you agree with the proposed course of action or that you agree with the idea.




	For further information please contact a Student Representation and Clubs Officer at clubs@csu.edu.au 

Please email all club minutes to clubs@csu.edu.au 
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