[bookmark: _GoBack]Sample Club Meeting Minutes

Name of High School
[bookmark: _gjdgxs]Club Name Minutes

Meeting Date: ____________ 	Meeting Time: _________ 		Location: __________________

The meeting was called to order by: _____________________________________________

The minutes of the meeting dated _______________ were read and approved (corrected and approved).


The following purchase orders were approved: List below or attach separate listing
P.O. # Vendor Amount Club Purpose
________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________


Motion by: ______________________________  	Second by: __________________________________

Vote Count: ______________   	Number For: __________ 		Number Opposed: ___________


The following Invoices were submitted for payment: List below or attach separate listing
Check # Payable to Amount Club Purpose
________________________________________________________________________________________________

________________________________________________________________________________________________


Motion by: ___________________________ Second by: ___________________________

Vote Count: ______________ Number For: __________ Number Opposed: ___________


Communication and Reports:


Old Business:


New Business:


Submitted by:_____________________________
 

Club Secretary: (Signature and Date) ____________________________________________

Club Advisor: (Signature and Date) _____________________________________________


Meeting Attendees: List below or attach separate listing
______________________________________________________________________________________________
______________________________________________________________________________________
