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FORM 15
SAMPLE MINUTES
MINUTES OF (delegated authority AT (venue) ON (date) AT (time)
Present: ………………………………………………………………………………………………………..…..

in the chair, …………………………………………………………………….,………….,…….., etc

Apologies: ………….,………………..,…………………………………………,…………………,etc

Minutes of previous meeting (dd/mm/yy)

Resolved that the Minutes of the Meeting held on …/…/… as read be confirmed as a true and correct record.
Business arising:

1.

2.

3.
Correspondence:

1. Outgoing

2. Incoming

3. Late correspondence

Resolved that the outwards correspondence be endorsed and the inwards correspondence be received.

Treasurer’s report:
The treasurer reported the following:


Opening balance
../…/…/
$_________


Add receipts

$_________


Less payments as below

$_________

Balance as at
…/…/…/
$_________


Payments 
Cheque  no. ….
$_________





….
$_________


Account for payment
$_________


$_________

Resolved that the Treasurer’s report be adopted and the accounts as detailed be passed for payment.

(All payments should be listed in the Minutes and “passed for payment” by reference in the resolution adopting the Treasurer’s Report.)

Other reports;

General business:

1.

2.

3.

Next meeting;

There being no further business the meeting closed at ……….am/pm.


CHAIRPERSON






MINUTES SECRETARY
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