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[Full name of housing co-op or letterhead]
Template - Meeting Minutes - General Meeting
Meeting Date: [Date]
Time: [Time]
Location: [Meeting location and address]

In attendance: [Attach the attendance sign-in sheet]
Recording secretary: [Recording secretary]
Chair: [Chair]
Guest(s): [Guest(s)]
Call to order at: [Time]
Quorum present: [Yes/No]
M/S/C: [To approve the attendance of the guest]

	Agenda Items / Motions / Discussion
	Action Required and
Person Responsible

	1. Adoption of agenda:
	

	2. Approval of previous minutes of:
	

	3. Business arising from minutes:





Record key points considered, decisions made, assignments and deadlines. 
	



Close of meeting
No further business to conduct, the chairperson declared the meeting closed at: [Time].


	
	
	

	Chair’s Signature
	
	Date




	
	
	

	Recording Secretary’s Signature
	
	Date
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