MODEL MINUTES OF A MEETING OF THE MANAGEMENT COMMITTEE

These model minutes may be adopted for use by a Non-Profit Organisation. The minutes should be amended as necessary to suit the circumstances of the Organisation.

(ENTER NAME OF NPO (the organization))

MINUTES of a Meeting
»of the Management Committee of the Organisation
held at
(Enter full address of the location where meeting held), 
on the (enter date meeting held), at (enter time meeting started).

PRESENT
(Enter names of members in attendance)

»

*****

1. CHAIRMAN AND SECRETARY

By agreement, (enter name of Chairman) took the Chair and (enter name of Secretary) acted as Secretary of the Meeting.

2. NOTICE AND QUORUM

The Chairman produced to the Meeting forms of proxy, which had been deposited for the purpose of attendance at the Meeting. 

The Chairman accordingly found that all those present were entitled to attend and that a quorum was duly constituted. 

3. OLD BUSINESS
There was no old business brought before the Committee.

4. NEW BUSINESS
(Enter details).

5. COMMITTEE REPORTS
(Enter details).

6. ADJOURNMENT
There being no further business, the meeting was declared closed.

	Chairman
	Secretary


(ENTER NAME OF NPO (the Organisation))

I, (enter name of the member) of (enter the address of the member) Providenciales, Turks & Caicos Islands being a member of the Management Committee of the above Organisation do hereby appoint (enter name of person) as my proxy to vote for me on my behalf at the Meeting of the Management Committee to be held on the (enter date) and at any adjournments thereof.

Signed this (enter day) day of (enter month) (enter year).

For and on behalf of

(enter name of member appointing the proxy)

____________________________


1.
The appointment of a proxy may be revoked before the proxy has voted; alternatively a


member present at the meeting may vote himself without having previously revoked the 
appointment of his proxy.

2.
This form shall be provided to the Secretary of the Organisation at least 24 hours before the time for the holding of the Meeting.
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