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CFB Location Example Club Executive Spring Meeting Minutes


5590-1 (Recreation)

05 Apr 17

Distr List 
SPRING EXECUTIVE MTG HELD IN
COM REC CTR CONF RM 0900 HRS 01 APR 17

Chairperson: 
Capt R.K. Jones, President
Members: rank and name, Vice-President
rank and name, Secretary
rank and name, Treasurer
rank and name, Entertainment (optional)		Absent
rank and name, Sponsorship (optional)

In attendance:
rank and name  of any other invited guest

INTRODUCTORY REMARKS 

1. 	This first paragraph of the minutes should describe the purpose of the conference or meeting.

	DISCUSSION

	ACTION BY


	2. 	Each discussion point should correspond with the agenda 	        
Items. For example, The Club President called the meeting to order 
at 0900 hrs and thanked the members of the Executive for attending.

	None Required

	3. 	Review of Agenda.
Club President reviewed the Agenda. After no members of the Club        
Executive requested additional Agenda items, the following motion was
made:
Motion: Motion to accept the Agenda
Moved By: Club Vice-President, rank and name
Seconded By: Club Treasurer, rank and name
Motion Approved

	None Required

	
4.	Review of Minutes – 05 Jan 17.					      
Club Secretary reviewed the Minutes from the Winter Club Executive 
mtg held on 05 Jan 17. After no members of the Club Executive 
requested any changes to the minutes, the following motion was made:
Motion: Motion to accept the Minutes of 05 Jan 17
Moved By: Club President, rank and name
Seconded By: Club Treasure, rank and name
Motion Approved

	





None Required

	5.	The Format of minutes. This example is in the recommended 
format for minutes of a meeting or conference. 

	None Required

	6.	 Members. Dependant upon the type of meeting, members are 
generally listed in order of seniority. If equal in seniority, they are then 
listed alphabetically. 

	None Required

	7. 	Decisions. A list of decisions is an appropriate tool to use in some cases. 

	None Required

	8.	Action By. The use of an “Action By” column is encouraged as it 
indicates the assignment of responsibility by appointment, opposite 
each discussion item. If no action is required, the phrase “None 
Required” may be recorded. 

	None Required

	9.	 Signing. When the approval of a higher authority is required for 
the minutes, the signature block of the approving authority shall follow 
that of the Secretary. 

	None Required

	ADJOURNMENT

10. The meeting was adjourned at 1000 hrs. The next meeting will be
held in (location) at (date and time). 

	



 







R.K. Jones
Capt, President
L 2246







S.D. Payne 
Rank 
Secretary 
L 2224 


Distr List 

Action 

All Members 
	
Info MCR 


Approval





First name, last name
MCR 
L XXXX

*1 inch margin for top, bottom, left and right-hand margin*
1


3

image1.png




