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MEETING MINUTES SAMPLE
Date: XXX
Venue: XXX

	
	Apologies: 

	
	Present: 

	Reports

	President
	XXX:
Action:
XXX:
Action: 

	VPE
	XXX:
Action: 
XXX:
Action: 

	VPM 
	XXX:
Action:
XXX:
Action: 

	Treasurer 
	XXX:
Action:
XXX:
Action:  

	VPPR
	XXX:
Action:
XXX:
Action: 

	Secretary 
	XXX:
Action:
XXX:
Action: 

	SAA 
	XXX:
Action:
XXX:
Action: 

	General Business

	Name
	XXX:
Action:

	Name
	XXX:
Action:

	Name
	XXX:
Action:

	
	Date of Next Meeting: 
Date: XXX
Time: XXX
Venue: XXX
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