Meeting Minutes 

[bookmark: _GoBack]Meeting Call Order
This ____________ meeting is held at ____________________________________________ .
It starts with regular prayer and then with the note of Chairman along with previous meeting minutes as called by secretary. 
Attendance 
This meeting is going to attend by the following members;
1- _________________________		2- _________________________
3- _________________________		4- _________________________
5- _________________________		6- _________________________
7- _________________________		8- _________________________
Guests (On request)
1- _________________________		2- _________________________
4- _________________________		4- _________________________
Absent Members
1- _________________________		3- _________________________
2- _________________________		4- _________________________

Revisit of Previous Meeting Minutes
Before the start of formal meeting, secretary will loudly recalled the meeting minutes of previous meeting. This is section, all crucial points which were approved in last meeting, will discuss with all the members. 
Agenda of Meeting
In the start of meeting, the approved agenda of this meeting is being called and submit to all members. 
Formal Proceeding of the Meeting
This section is started with formal proceeding of the meeting, where all points of meeting discussed thoroughly. 
Approved Motions
All approved motions are listed below;
1- ________________________________________________________________
2- ________________________________________________________________
3- ________________________________________________________________
4- ________________________________________________________________
Announcements
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Adjournment
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

