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	Club Executive Committee Meeting

Date:       
Duration:       
Location:       

	

	Meeting called by:
	     
	Facilitator:
	     

	Note taker:
	     
	Timekeeper:
	     

	

	Attendees:
	     

	

	----- Agenda Topics -----

	
	Name
	Time

	Call Meeting to Order
	     
	2 Minutes

	Approve Minutes of Last Month’s Meeting
	     
	2 Minutes

	Club Officer Reports
	     
	10 Minutes

	Area/Division Updates
	     
	5 Minutes

	Other New Business
	     
	5 Minutes

	Meeting Adjourned
	     
	1 Minute

	

	Other Information


	     


	---------- Agenda Topics ----------

	


	Approve Minutes of Last Month’s Meeting
	     
	2 minutes

	
	     

	
	     

	
	Conclusions:       

	
	

	
	Action items:       
	Person responsible:
	Deadline:

	
	     
	     
	     

	
	
	
	

	Club Officer Reports
	Club Officers
	10 minutes

	
	VPE:       

	
	     

	
	VPM:       

	
	     

	
	VPPR:       

	
	     

	
	Treasurer:       

	
	     

	
	Secretary:       

	
	     

	
	Immediate  Past President:       

	
	

	
	Action items:
	Person responsible:
	Deadline:

	
	     
	     
	     

	
	
	
	


	Area/Division Updates
	     
	5 minutes

	
	     

	
	     

	
	     

	
	Conclusions:       

	
	Action items:       
	Person responsible:
	Deadline:

	
	     
	     
	     

	
	
	
	


	Other New Business
	     
	<=5 minutes

	
	     

	
	     

	
	Conclusions:       

	
	Action items:       
	Person responsible:
	Deadline:

	
	     
	     
	     

	
	
	
	


	Other Information


Minutes respectfully submitted by:

Note Taker:  
     

Club Officer Position:  
     

Date:  
     

