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MINUTES OF MEETING 
 
 
The members of  _______________________________________________________ 
    (Name of Organization) 
 
met on ______________________________, ________________________, at 
  (Date)     (Time) 
 
 
________________________________________________________. 
  (Place) 
 
The following members were in attendance: 
 (List names of students) 
 
 
 
 
 
 
 
 
 
 
 
The following business was conducted in the form of motions, seconds, and voting. 
 
1. _____________________________________________________________ 

(State the wording of the motion) 
 
 
Motion was made by:  ___________________________________________ 
 
Seconded by: _________________________________________________ 
 
Vote taken: Majority Carried  Majority Did Not Carry 
 (circle one) 
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2. _____________________________________________________________ 
(State the wording of the motion) 
 
Motion was made by:  ___________________________________________ 
 
Seconded by: _________________________________________________ 
 
Vote taken: Majority Carried  Majority Did Not Carry 
 (circle one) 

 
 
3. _____________________________________________________________ 

(State the wording of the motion) 
 
Motion was made by:  ___________________________________________ 
 
Seconded by: _________________________________________________ 
 
Vote taken: Majority Carried  Majority Did Not Carry 
 (circle one) 

 
 
There being no additional business, the meeting was adjourned at ______________. 
         (Time) 
 
Motion made for adjournment made by: _______________________________ 
 
 
   Seconded by:  _______________________________ 
 
 
Signature of Officers: 
 
 
__________________________________ 
President 
 
 
__________________________________ 
Secretary 
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