[Organization] — Minutes of the [Regular / Special] Meeting of the

[Body]

Date / time / place:

Presiding:
[name, title]

Members present: ...
Members absent: ...

Quorum:
[present / not present]

Call to order:
[time]

Approval of agenda:

Approval of minutes of
[date]

Reports:

[officer / committee]

Unfinished business:

New business:

Motion: "
[exact wording]

Result:

[carried / failed]

Action:
[task]

Announcements:

Adjournment:
[time]

Respectfully submitted,

[name]

Secretary:
[name]

by

[name]

[approved / approved as corrected]

[received; any action taken]

" — moved by
[name]

(X] [Y]

[owner] [due date]

, Secretary  Approved:
[date]

against, if counted)



