
[Insert Club Name] AGM Meeting Minutes
Date: 			[insert meeting date]
Time: 			[insert meeting start and finish times]
Location: 		[insert meeting venue / address]
Minute taker:		[insert your name]

Present: List every person who is in attendance, include student IDs.
Apologies: List people who have notified that they won’t be attending.
Quorum: 
Quorum Required [insert number here] Quorum will be on the club’s current constitution. 
Quorum Met: Yes / No 

1. Opening / Introduction:
The [Club Name] AGM was opened at [insert time] on [insert date] at [insert location] by [insert chairperson's name].

2. Approval of minutes: 
The previous meeting's minutes were approved by [insert name] and seconded by [insert name].
Amendments: List any changes or write none.

3. President’s Report: A brief summary of the club's year, including key activities, achievements and challenges.
Report accepted/approved by: [insert name]
4. Financial Report [by Treasurer]: The Treasurer presented the club's financial report, including the club's income, expenses and current financial position. See Appendix 1. 
Financial report accepted/approved by: [insert name]

5. Election: State who is nominated for different roles, hold the election & record the election results. 
Record the nominees and election results below.

	Role
	Nominees(s)
	Accept/ Decline Nomination
	Elected

	President
	[name(s)]
	Accepted/ Declined 
	[name]

	Treasurer
	[name(s)]
	Accepted/ Declined
	[name]

	Secretary
	[name(s)]
	Accepted/ Declined
	[name]

	[Other role]
	[name(s)]
	Accepted/ Declined
	[name]


	Voting Method: 
Other Election Notes: [Record any relevant information, including if a role was uncontested or remains vacant.]

6. General business: Record any other items discussed, decisions made and actions agreed.
	Action Point
	Person Responsible
	Completion Date

	Eg. Request a quote for club flag banner
	Britney
	April 2022

	
	
	



8. Closing The meeting was closed at [insert time].
Next meeting: [insert date/time/location, if known]
Minutes prepared by: [name]
Date: [date]
Minutes approved at: [date of next meeting]


APPENDIX 1: LUSA AFFILIATED CLUB
AGM FINANCIAL REPORT
For the financial year ending: ____________________
Please complete all relevant sections and attach supporting documents where required.
1. Club Details
	Details
	Information

	Club name
	

	AGM date
	

	Financial period covered
	

	Club President / Chairperson
	

	Club Treasurer
	


2. Financial Summary
Provide a summary of the club's financial position for the reporting period.
	Category
	Amount ($)

	Opening balance
	

	Total income
	

	Total expenses
	

	Closing balance
	

	Net surplus / (deficit)
	


3. Income
List all significant sources of income received during the financial year, including grants, sponsorship, fundraising and member contributions.
	Income source / description
	Amount ($)
	Notes

	Membership fees
	
	

	Ticket / event income
	
	

	Fundraising 
	
	

	Other income  
	
	

	TOTAL INCOME
	
	


4. Breakdown of Grants, Sponsorship and External Funding
Provide details of grants or funding received by the club, including LUSA funding and any external grants.
	Funder / grant
	Purpose
	Amount received ($)
	Amount spent ($)

	LUSA Club Grant
	
	
	

	External grants
	
	
	

	Sponsorship
	
	
	


5. Treasurer's Report / Comments
Use this section to provide a brief explanation of the club's financial position, major sources of income, significant expenditure, grants received, and any matters members should be aware of.
________________________________________________________________________________
