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 your Clubs Officer as soon as possible.
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	FULL Club NAmE: 
	<CLUB NAME>


Minutes of THE <CURRENT YEAR> Special general meeting 
DATE OF MEETING: <DATE OF MEETING>
MEETING ADMINISTRATION 
ATTENDANCE LIST: 
Instructions: Type names/student numbers or attach as list and list attendance record document in “OTHER MEETING DOCUMENTS” below
	



	Apologies
	<ANY EXECECUTIVE THAT WAS MEANT TO ATTEND BUT WAS UNABLE TO DO SO>

	MEETING Chairperson
	

	Minutes Taken by
	

	RETURNING OFFICER
	N/A

	Meeting START TIME
	

	Meeting location
	

	TIME Quorum Reached 
	<This is the time that you reach AT LEAST 10 Full Members in attendance>



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.
UPDATE OF CLUB CONSTITUTION
MOTION: THAT THE CLUB CONSTITUTION SHALL BE UPDATED AS APPROVED BY THE CLUBS & SOCIETIES DEPARTMENT AND AS OUTLINED BELOW:
	








 
	
	FULL NAME (as on Student Card)
	STUDENT NUMBER

	MOTION Moved by:
	
	

	Seconded by:
	
	

	OUTCOME
	(REFER TO OUTCOMES ON THE FIRST PAGE)


A ‘Mover’ and a ‘Seconder’ can be any two eligible Full Members in attendance at the meeting, they do not need to do anything except to say that they move the motion (and another to say they second the motion), to show that the motion has basic support to be voted on.
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 final minutes and sign with handwritten signature - blue or black pen. If meeting is online sign at a later date.
Who to sign?  All current Executives. 
What to include?  Include printed name, position in executive, signature and date signed. 
BE SURE TO SCAN A COPY TO YOUR CLUBS OFFICER

	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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