AGM MINUTE TAKER INTRUCTIONS: 
HOW TO USE THIS TEMPLATE TO RUN YOR MEETING AND PREPARE THE MINUTES (FORMAL WRITTEN RECORD) OF THE MEETING:    
1. Core Agenda:  All sections in this Template mist be covered by the meeting except UPDATE OF THECONSTITUTION and OTHER BUSINESS. 
·  If the club is not updating the Constitution or does not have other agenda items such as introducing or otherwise changing the club membership fee or approving an annual activity plan, delete these sections (Section 3 and Section 6), The numbering should update automatically.  
2. Anything in blue font including blue italics = read & understand, apply instructions during the meeting and then delete instructions when preparing the final Minutes document 
3. Where your club/meeting specific input is required:  
· Anything in (1) a box, (2) in red and/or (3) between < BRACKETS > needs you to insert your club/meeting info – delete red instructions & <BRACKETS> when preparing your final Minutes document.  
· Footer: Don’t forget to update the footer with the club’s name and date of the meeting 
THE OUTCOMES OF VOTING ON MOTIONS ARE:  
· Unsupported – No Mover and/or Seconder was found for the motion therefore it could not go to a vote.  
· Carried Unanimously – The motion was supported without opposition and/or abstentions (abstentions = people choosing not to vote at all).  
· Carried – The motion was supported by a majority but with some opposition and/or abstentions.  
· Defeated Unanimously – The motion was opposed without any support and/or abstentions. 
· Defeated – A majority opposed the motion, but it had some support and/or abstentions. 
If you are unsure about aspects of running the Meeting or taking the Minutes, please contact the Clubs Department as soon as possible in advance of your meeting – rusu.clubs@rmit.edu.au 
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	FULL Club NAmE: 
	


Minutes of THE <Insert YEAR> annual general meeting 
DATE OF MEETING: Click or tap to enter a date.
MEETING ADMINISTRATION 
ATTENDANCE LIST: 
Instructions: Type names or attach as list and list attendance record document in “OTHER MEETING DOCUMENTS” below
	



	Apologies
	

	MEETING Chairperson
	

	Minutes Taken by
	

	RETURNING OFFICER
	

	Meeting START TIME
	

	Meeting location
	

	TIME Quorum Reached 
	



OTHER MEETING DOCUMENTS (ATTACHMENTS) 
	

	


Acknowledgement OF COUNTRY AND WELCOME
Conducted by Meeting Chairperson
We acknowledge the Traditional Owners of country throughout Australia and recognise their continuing connection to land, waters and culture. 
 
We pay our respects to their Elders past and present.
APPROVAL OF THE ANNUAL REPORTS
Motion:   THAT the Annual Reports are accepted
	
	FULL NAME (as on Student Card)
	STUDENT NUMBER

	MOTION Moved by:
	
	

	Seconded by:
	
	

	OUTCOME: 
	



Election of <insert year> MANAGEMENT committee Executive 
Add Additional Executive (max 7), update Executive titles and delete or add nomination rows as required. 
A. President & CLUB BANK ACCOUNT CHIEF OFFICER
	NOMINEES
	FULL NAME (as on passport/birth certificate or visa - English required)
	STUDENT NUMBER
	VOTES RECEIVED

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	


Declared the Winner:
	FULL NAME (As on passport/birth certificate or visa - English required)
	STUDENT NUMBER

	
	


B. VICE PRESIDENT
	NOMINEES
	FULL NAME (As on passport/birth certificate or visa - English required)
	STUDENT NUMBER
	VOTES RECEIVED

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	


Declared the Winner:
	FULL NAME (As on passport/birth certificate or visa - English required)
	STUDENT NUMBER

	
	


C. Secretary
	NOMINEES
	FULL NAME (As on passport/birth certificate or visa - English required)
	STUDENT NUMBER
	VOTES RECEIVED

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	


Declared the Winner:
	FULL NAME (as on passport/birth certificate or visa - English required)
	STUDENT NUMBER

	
	


D. Treasurer
	NOMINEES
	FULL NAME (as on passport/birth certificate or visa - English required)
	STUDENT NUMBER
	VOTES RECEIVED

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	


Declared the Winner:
	FULL NAME (As on passport/birth certificate or visa - English required)
	STUDENT NUMBER

	
	


MOTION: THAT THE ELECTION OF THE EXECUTIVE OF THE CLUB ANNUAL MANAGEMENT COMMITTEE IS APPROVED 
	
	FULL NAME (as on Student Card)
	STUDENT NUMBER

	MOTION Moved by:
	
	

	Seconded by:
	
	

	OUTCOME
	



APPROVAL OF ANNAUL SIGNATORIES TO CLUB BANK ACCOUNT 
 MOTION: THAT THE MANAGEMENT OF THE CLUB OFFICIAL COMMONWEALTH BANK ACCOUNT SHALL BE UPDATED AS FOLLOWS:
	ACCOUNT NAME
	

	BSB: 
	

	ACCOUNT NUMBER:
	



The previous executive signatories being:
	FULL NAME AS HELD AT BANK
	POSITION IN EXECUTIVE

	
	

	
	

	
	

	
	


Shall be removed from the account and replaced by the incoming executive signatories as follows:                                    
	FULL NAME AS GIVEN IN ELECTION SECTION
	POSITION IN EXECUTIVE

	
	

	
	

	
	

	
	



AND that Chief Officer responsibilities shall be transferred from the outgoing President and Chief Officer this being <insert full name> to the incoming President and Chief Officer <insert full name>. 

AND that any future signatory changes must be authorised a duly called and quorate General Meeting of the Club or, in the case of a single casual vacancy amongst the signatory members of the Club's leadership team, a duly called and quorate meeting of the Club Executive /Board.

AND that the account shall not be closed without the written permission of the club's Clubs Officer at the RMIT University Student Union.

AND that the account shall continue to operate as a dual signatory account (two to operate). 


	
	FULL NAME (as on Student Card)
	STUDENT NUMBER

	MOTION Moved by:
	
	

	Seconded by:
	
	

	OUTCOME: 
	


TIME MEETING FINISHED
	INSERT TIME: 
	






APPROVAL OF MINUTES
WE the undersigned, hereby declare that these Minutes are an accurate representation of what occurred at the Meeting.
IMPORTANT- Must be “wet ink” signatures- print out approved final minutes and sign with handwritten signature- blue or black pen.
Who to sign?  The outgoing Presidents/Chief Officer AND ALL OTHER INCOMING SIGNATORES 
What to include?  Include printed name, position in executive, signature and date signed. 
BE SURE TO SCAN A COPY TO THE CLUB EMAIL 

	Executive position 
	Name and Signature
	Date signed

	
	
	




Official Mailing Address of Club is c/o RUSU Clubs Department, PO Box 12387 Melbourne VIC 3000
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