MINUTES OF THE GENERAL ASSEMBLY
Fill in the blanks with the details of your meeting. The grey texts are guides: delete them when you finish.
	Organization
	

	Type of assembly (regular or extraordinary)
	

	Date and time
	

	Place
	

	Chair
	

	Secretary
	



1. Attendance and quorum
How many people attended, how many were needed for a quorum and whether the signed list is attached.
	



2. Agenda
The items in the notice of meeting.
	1.
	

	2.
	

	3.
	

	4.
	

	5.
	



3. Proceedings
What was presented and discussed under each item, with the important contributions.
	



4. Votes and agreements
Each agreement, with the result of the vote.
	Agreement
	For
	Against
	Abstentions

	
	
	
	

	
	
	
	

	
	
	
	



5. Committees and tasks
Who sits on each committee and when it reports.
	Committee or task
	Members
	Due

	
	
	

	
	
	

	
	
	



6. Close
Closing time.
	




	Chair
	
	Secretary



Template by Omega Writer. Want it filled in for you from the recording? omegawriter.app/en
