	XXXX State School P&C General Meeting Minutes Template

	Date:                                               Time:                                          Location:

	AGENDA ITEM
	

	Opening and welcome by the Chair
	(Note time meeting opened. The Chair should ask if there are any additions to the agenda.)

	Apologies
	(As per attendance book. Have people sign the attendance book as they arrive.)

	Confirmation of the minutes of the previous general meeting
	(Minutes should be distributed in draft prior to the meeting if possible. Allow a few minutes for people to peruse the minutes. The President asks if there are any amendments. If yes, note these on the original copy and include the words “as amended” in the motion. Chair to sign the confirmed copy of minutes.)

	Motion
	“That the minutes be confirmed (as amended) as a true and correct record of the meeting held (date).”
Moved:                                       Seconded:                                         Carried/Lost

	Business arising from the minutes of the previous general meeting
	(List only those items of business that have progressed or completed. If there’s further discussion to be had on the topic, move it to general business.)

	Correspondence received since the previous general meeting:
· Inward (as listed)
· Outward (as listed)
	(This summary list includes emails to/from the P&C email address. The list can be categorised into sections e.g. P&C, Tuckshop, fundraising etc. It can be helpful to print on the back of the agenda if providing printed copies.)

	Motion
	“That the inwards correspondence be received and outwards be endorsed.”
Moved:                                           Seconded:                                    Carried/Lost

	Business arising from the correspondence
	(Only discuss items that require action and/or decisions.)

	Table of executive committee’s decisions (if any)
	(Section 14.3.4 of the Constitution states: Full particulars of actions taken by the Executive Committee as matters of urgency must be tabled at the next scheduled general meeting or a special meeting called for that purpose.)

	Treasurer’s report and financial statement, and any business arising from these.
	(Ensure the report contains a copy of the cashbook, bank reconciliation, list of receipts and payments for the previous calendar month, trading statements for each trading activity, monitoring of the budget position.)

	Motion
	“That the Treasurer’s report be accepted and payments as listed be endorsed.”
Moved:                                             Seconded:                                    Carried/Lost

	Subcommittee reports and financial statements and any business arising from these.
	(Ensure the report contains a copy of the minutes, cashbook, bank reconciliation, list of receipts and payments for the previous calendar month, monitoring of the budget position. In accepting the reports, the P&C is also agreeing to the recommendations in the subcommittee minutes requiring action or finances.)

	Motion
	“That the subcommittee reports be accepted.”
Moved:                                            Seconded:                                    Carried/Lost

	Other reports
(This will include the
Principal’s Report)
	(Note in the minutes that the Principal’s report including the financial report of the school has been presented)

	Motion
	“That the (name of report) reports be accepted as tabled.”
Moved                          Seconded                                    Carried/Lost




	Motions on notice
	(Present motions put forward by members prior to the meeting or motions deferred from the previous meeting.)

	General Business
	(Ensure any motions are recorded correctly and if money is to be expended, include the amount.)

	Applications for membership and recording of new members
	(Collect any completed membership forms from those wishing to become members. They must be in attendance to become members at a general meeting.)

	Motion
	“That applications for membership received be accepted”
Moved                          Seconded                                    Carried/Lost

	Date of next meeting
	

	Close
	(Note time the meeting closes.)




	Actions from the meeting:

	1

	2

	3




CONFIRMATION OF MINUTES
Chair name:	
Signature:	
Date:	
