	
	[Committee Name]
Community Asset Committee of Pyrenees Shire Council

	

	
	
	



	Meeting Minutes

	Meeting commenced at:


	Time, Day, Date, Year
	
	

	Venue:
	
	
	

	Present:
	

	Apologies:
	

	
	Motion:

That apologies be accepted

	
	Moved: 
	Seconded: 
	Carried :
Yes/No



	DECLARATION OF CONFLICT OF INTEREST

	Name:
	Agenda Item:
	Left Meeting:
	Returned to Meeting:

	
	
	
	


	Item:
	Details:
	Action By:
	Date:

	1.
	eg: Meeting Opened by….. who welcomed all present ……

Confirmation of Minutes of Previous Meeting:
	
	

	
	Discussion

Nil/Details

	
	Actions Arising:

Nil/Details
	
	

	
	

	
	Moved: 
	Seconded: 
	
	Carried Yes/No



	2.
	Business Arising from the Minutes:
	
	

	
	Discussion

· Item – details 
· Item – details 
· Item – details 
Actions Arising:

Nil
Name


	
	Motion:

Nil

	
	Moved: 
	Seconded: 
	
	Carried :
Yes/No

	3.
	Correspondence:

Secretary, …  reported that the following correspondence had been received/sent:

1. 1st Item

2. 2nd Item etc.


	
	

	
	Discussion

1. Any discussion re correspondence

	
	Actions Arising:

1. Action
	Name
	Timeline

	
	Motion:

That the correspondence as tabled be accepted

	
	Moved:  
	Seconded: 
	

	Carried :
Yes/No


	4.
	Treasurer’s Report:


	
	

	
	Discussion

· Balance stands at $

	
	Actions Arising:

Action
	Name 
	Timeline

	
	Motion:

That the Treasurer’s report be accepted

	
	Moved: 
	Seconded: 
	

	Carried :
Yes/No


	5.
	[Other] Officer Report
	
	

	
	Discussion

1. 1st Item
2. 2nd Item
3. 3rd Item etc.

	
	Actions Arising:

Action
	Name 
	Timeline

	
	Motion:

That the [Other] Officer’s report be accepted

	
	Moved: 
	Seconded: 
	
	Carried :
Yes/No

	6.
	General Business:
	
	

	
	Discussion

1. Item

2. Item

3. Item

Discussion

· Details

· Details

· Detail



	
	
	
	

	
	Motion: 

Nil

	
	Moved:
	Seconded: 
	
	Carried :
Yes/No


Meeting closed at 

Next usual Meeting: 

Meeting Times and Dates 

	Meeting Type
	Date
	Time
	Venue

	General
	
	
	

	General
	
	
	

	General
	
	
	

	AGM
	
	
	

	General
	
	
	

	General
	
	
	

	General
	
	
	


	
	Signature of President:  _______________________________________________________



	
	Name:  
	
	Date:  
	



	Chairperson: Name Surname
Address
Town
Telephone
email
	Treasurer: Name Surname
Address
Town
Telephone
email

	Secretary: Name Surname
Address
Town
Telephone
email



