Lions Club of (Insert Club Name) inc

MINUTES

of (Insert type of meeting) Meeting

held at (Place)(Town/Suburb) on (Day and Date)
Opening

Meeting opened at (time) by President (Name)
Attendance
Per Attendance Register
Invocation

Invocation and Loyal Toast given by (name)
Welcome
President (name) welcomed insert details of who
Objects
detail
Previous Minutes
Minutes of the last dinner meeting were read by secretary name.  “were read “could read “were circulated”
RESOLVED that the minutes of the meeting of date be accepted as a true record of that meeting.

Business Arising

1. details
2. details
Correspondence
There being no urgent correspondence it was deferred to the next Board meeting  OR  correspondence items number xx to xx in the register were received and (dealt with, passed / passed to the Board etc
Reports
1. Treasurer’s report tabled and attached to these minutes

2. Other reports as appropriate. Always ask for reports with numbers in them, such as the Treasurer’s Report, to be given to you in writing. You can then attach them to form part of the minutes.
General Business

Show general business in outline, highlights only. Show all motions passed as resolutions thus:
RESOLVED (that we do something)

Show all motions lost thus:

MOVED (name) Seconded (Name) (that we do something). LOST
Tailtwisting
Tailtwister Lion name extracted many hilarious penalties from members, followed by a short cross-fine session (or whatever was appropriate)
Guest Speaker
Name was introduced by Lion Name and spoke about (topic) A vote of thanks was then proposed by Lion Name
Ethics
The Lions Code of Ethics was read paragraph by paragraph by Members/Name.
Next Meeting
The next meeting is to be a Type of Meeting   (where)  at (Time and Date)
Closure
President Name thanked members, visitors and guests for their attendance and participation and declared the meeting closed at When.
