	AGM minutes

	DATE & TIME

	

	MEETING DETAILS   place · chair · minutes by

	

	ATTENDANCE   members present · apologies · proxies · quorum

	

	NOTICE & PREVIOUS MINUTES   notice taken as read · last AGM's minutes approved

	

	REPORTS   chair · treasurer · accounts

	

	RESOLUTIONS & ELECTIONS   resolution · proposed · seconded · vote

	

	ANY OTHER BUSINESS

	

	CLOSE & APPROVAL   time closed · chair's signature · date
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