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SecretaryJobDescription:
■ Arriveatthemeetingaheadoftime.
■ Discussitemsofbusinesswiththe

leadersandthepresident.
■ Informthepresidentofunfinished

business.
■ Sitnexttothepresidentduringthe

businessmeeting.
■ Informthepresidentandleaderif

youaregoingtobeabsent.
■ Workcooperativelywithallother

officers.
■ Callrollandkeepanaccurate

recordofattendance.(Remain
seatedtocallroll.)

■ Readminutesoftheprevious
meetingandmakeanynecessary
corrections.(Standtoreadthe
minutes.)

■ Takeaccuratenotesoftheeventsof
eachmeeting.

■ Assistthepresidentduringthe
meetingbywritingthemotionsas
statedandrestatingthemotionif
necessary.

■ Readcorrespondencedirectedto
yourgroupandwritelettersforthe
club.

■ Maintainarecordofallofficersand
committeesinthesecretary’srecord
book.

■ Cooperatewiththereporterby
providinginformationneededto
preparearticlesforthenewspaper.

■ Usethenotesyoutakeateach
meetingtowriteminutesof
meetingsforthesecretary’sbook.

■ Callthemeetingtoorderand
presideduringtheelectionof
atemporarychairpersoninthe
absenceofthepresidentandvice
president.

Guidelines for secretaries
Beforethemeeting…

• Gatherandarrangeinconvenient
orderallcorrespondencereceived
sincethelastmeetingtotaketothe
meeting.

• Besuretohaveanup-to-daterollof
membersforeasyattendance-taking
andalistofstandingandspecial
committeesandtheirduties.

• Checktheminutesofthelast
meetingforoldbusiness,suchas
tabledorpostponedmotions,and
makeanotetobringeachitemto
theattentionofthepresident.

• Ifyoucan’tattendameeting,
besuretotellthepresidentand
leaderinadvanceandgiveyour
“Secretary’sRecordBook”to
someonewhowilltakeittothe
meeting.

Afterthemeeting
• Writetheminutesassoonas

possibleafterthemeeting.Ifhand
written,besurethefinalminutes
areneat,legibleandwritteninink.
Ifusingawordprocessor,besure
thefinalminutesareinafontthat
willbeeasytoread.

• Signattheendoftheminutes.The
personwhoispresidingwhenthe
minutesareapprovedwillalsosign.

• Writeanynecessarybusinessletters
orlettersofthanksonbehalfofthe
club.

• Informabsentofficersorcommittee
chairsofactionthatconcernsthem.

Afterthelastclubmeeting
• Assoonaspossibleafterthefinal

meetingoftheclubyear,giveyour
completednotebookcontaining
theclubroll,communications,
committeelists,leaderlist,and
meetingminutestoyourleader.

• Bepreparedtodeliverallthe
secretary’ssuppliesandclub
recordstoyoursuccessor.

Congratulations!Nowthatyourclubhaselectedyouasthesecretary,you,and
allotherofficersofyour4-Hclubarerepresentatives.Asa4-Hclubofficer,
yourepresentnotonlyyourclub,butalsothe4-Hprogramthroughoutthe

state.Yourskillsandabilities,standardsandideals,grooming,speechandevensmiles
representKansas4-Hmembers.Representingothersisoneofyourmostimportant
responsibilitiesbecauseitexistsatalltimes—notjustwhileyouareat4-Hevents.

Tips for Being a  
Good Leader

1. Be a team player
2. Be thoughtful of       
     others
3. Be helpful
4. Be a good sport
5. Be reliable and  
     responsible
6. Celebrate others’                   
     success
7. Be fair
8. Have fun with  
     4-H!!!
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Meeting Minutes
Theminutesofthemeetingarethesecretary’smostimportantjob.Intheminutes,

youwillneedtoincludethefollowing:

Successistheresult
ofperfection,hard
work,learningfrom
failure,loyaltyand
persistence.

~ColinPowell

Attendance Record
Itisthesecretary’sresponsibilitytokeepanaccuraterecordofeachmember’s

attendance.Enterthenamesofallyourclub’smembersinyourroll-calllistatthe
beginningoftheclubyear.Listthenamesalphabeticallybylastname.Whennew
membersjoin,simplyaddthemtothebottomoftheroll.(Seetherollcalllistonpage
8.)Whenthepresidentasksyoutotakerollatthemeeting,youshouldstayseated.
Onewaytogettoknowyourfellowclubmembersistohavethemanswerrollwith
theirfavoriteicecreamflavor,dreamvacationdestination,orfavoriteprojectinstead
ofjustsaying“here.”Whenamemberispresent,markan“x”inthecorrectbox;when
amemberisabsent,leavetheboxblank.

1. Typeofmeeting(regularor
special).

2. Nameofyourclub.
3. Placeanddateofthemeeting.
4. Whopresided.
5. Timethemeetingbegan.
6. Numberofmembers,leaders,

parentsandguestspresent.
7. Astatementthattheminuteswere

approvedasreadorcorrected.
8. Treasurer’sreport.
9. Reportsofotherofficersand

committees.
10.Completemotions,including:
 • Nameofthepersonmaking 

 themotion.
 • Exactwordingofthemotion.
 • Thatitwasseconded.
 • Whetheritpassedorfailed.

11.Importantpointsdiscussed(if
theyareofvalueforfuture
reference).

12.Committeeappointmentsand
assignmentsofmembers.

13.Typeofprogramandpresenter’s
name.

14.Acknowledgementofservices
totheclubsuchasrefreshments
providedby….

15.Secretary’ssignature.

Note:Lookforthenumbersinthesample
minutesthatcorrespondwiththislistof
items.
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Sample Meeting Minutes
Date:_May7,2004______

Numberpresent:Members__12__Leaders___3___Parents___8___Guests___1___
           TotalPresent__24___

 Theregularmonthlymeeting1oftheCloverClan4-Hclub2washeldonMay7,2004,atthecommunity

building3.PresidentAndrewSmith4calledthemeetingtoorderat3:00pm5.SueBackerandCaryFisherledthe

PledgeofAllegianceand4-HPledge.SongleaderVickieLutzledtheclubinsingingcampsongs.Rollcallwas

answeredwith“yourfavoritecartooncharacter”by12members,threeleaders,eightparentsandoneguest,fora

totalof24present6.Theminutesofthepreviousmeetingwereapprovedasread7.Aletterofthankswasreadfrom

theAmericanRedCrossforparticipatingintheRelayforLife.

BrianDenton,treasurer,reportedthattheclubhas$112intheaccountand$6.50inoutstandingbillsfor

suppliesforthecarwashfund-raiser8.AlexGrantmovedtheclubpaythe$6.50forthecarwashsupplies.The

motionwassecondedbyKristinSmithandpassed.CaryFisher,historian,reportedthatsheislookingforpictures

fromclubeventsandnewspaperclippingstoputintheclubscrapbook.ClubleaderRobertGreenremindedthe

clubthatthedeadlineforcountyfairpre-entriesisJuly79.

 Therewasnounfinishedbusiness.Undernewbusiness,Suemovedthattheclubholdanothercarwash

fund-raiser.ThemotionwassecondedbyJaredAlexander.BrianDentonmovedtoamendthemotionbyadding

thewords“onSaturday,June1from10amuntil2:30p.m.”Themotionwasseconded.Theamendmentpassed.

Afterdiscussion,theamendedmotionpassed10.SarahLongmovedtopurchaseanewsignfortheclub’sswine

projectmemberstodisplayatthecountyfair.Themotionwassecondedandpassed10.

 VickieLutzannouncedthatshewouldbehostingapoolpartyonSunday,May21,from1:30until4:00

pmandeveryoneintheclubisinvited.SheneedstoknowwhowillbeattendingbyMonday,May15.

 JimMorrismovedtoadjourn.Themotionwassecondedandpassed.

 Dr.MaryJacobstalkedtousabouthowimportantexerciseandeatinghealthyarenomatterhowolda

personis13.Sheshowedushowtotakeourpulse,andshetaughtusaboutthefoodguide.

 Refreshmentswerefun,healthysnackspreparedbytheJohnsonfamily14.

Secretary15___________________________________________________President



5

Meeting Notes Worksheet
Thisformwillhelpyoukeepnotesforwritingtheminutesafterthemeeting.Ifyouaregoingtobeabsent,besuretogeta
copyofthisformtothepresidentorleadertogivetothetemporarysecretary.

4-HMeetingfor_____________________________________________,on_____________________
    (clubname)      (date)
  at_______________________________________________,at_____________________
    (place)       (time)

A. Opening:

■ PledgeofAllegianceby_________________________________________________________

■ 4-HPledgeby_________________________________________________________________

■ Inspiration(quote,joke,prayer,orsong)____________________________________________

by_______________________________________

■ Rollcallwas_________________________________________________________andansweredby:

Members_______Leaders__________.NumberofParents__________Guests_________attending.

B. OfficerReports:

■ Minutesoflastmeetingapprovedas:  read  corrected

■ Correspondence:_______________________________________________________________________

■ Treasurerreport:_______________________________________________________________________

■ Otherofficers:Reporter:________________________________________________________________

 Historian:____________________________________________________________________________

 Other:_______________________________________________________________________________

■ Leaders:_____________________________________________________________________________

____________________________________________________________________________________

C. CommitteeReports

■ Committee:______________________________________________by:_________________________

 motion_______________________________________________________________________pass/fail

■ Committee:______________________________________________by:_________________________

 motion_______________________________________________________________________pass/fail

D. UnfinishedBusiness

■ _________________________________________________________________________________

■ _________________________________________________________________________________

E. NewBusiness

■ _________________movedto:_________________________Secondedby:_______________pass/fail

■ _________________movedto:_________________________Secondedby:_______________pass/fail

■ _________________movedto:_________________________Secondedby:_______________pass/fail

■ _________________movedto:_________________________Secondedby:_______________pass/fail

F. Announcements(countydatesandreminders,upcomingactivityreminders)

■ _____________________________________________________________________________________

■ _____________________________________________________________________________________

■ _____________________________________________________________________________________

G. Adjournment:movedby______________________________ pass/fail

H. Program:___________________________________________________________by:_________________

I. Refreshmentsprovidedby:__________________________________________________________________
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Practice Problems
Rewritethefollowingminutescorrectly.Leaveoutallunnecessaryinformation.

TheregularmeetingoftheFriendlyFarmers4-HClubwasatBrettJones’onSeptember31,2004.The
meetingwascalledtoorderbyMontyMcGeeat7:30p.m.SueSmithgaveapresentationon“CareofBees.”
JimmyJonesandPaulaPottertalkedaboutthefootballgametheywenttothenightbefore.Thetreasurer’s
reportshowedabalanceof$74.97.Thepresidentdidacrummyjobofconductingthemeeting.Therewasnoold
business.Thesecretary’sreportwasreadandapproved.Wediscussedpayingforleaderstoattendtheleader’s
banquet.Ourleader,BobSmith,wasunsureifhecouldattendsoitwastabledtonextmonth.After30minutesthe
meetingwasadjourned.Rollcallwasansweredby14members,twoleadersandoneguest.AnnJonesledusina
conservationactivity.Itemtoleaveout.

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

Thinkofsomecreativewaysforyourclubmemberstoanswerrollcall.(example:favorite4-Hproject,shoe
size,eyecolor,etc.)

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________
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What Leadership Means  
to the Secretary

Tobeagoodleaderinanygroup,
especiallyonethatisasdiverseasa
modern4-Hclub,herearesomemore
tips*:

1. Clubmemberswant:
• Tofeelliketheybelong.
• Tohelpwithplanning.
• Tohelpmaketherules.
• Toknowwhatisexpected.
• Tohaveresponsibilities.
• Toseegoalsbeing

accomplished.
• Totrusttheleaders,

officers,andothermembers
ofthegroup.

2. Togainyourclub’strust:
• Acceptothersforwhothey

are.
• Onlyspeakforyourself.
• Avoidput-downsatall

times.
• Beresponsiblewithallyour

tasks.
• Expectunfinishedbusiness

anddealwithitwithout
negativity.

• Don’tjudgeanyonefor
whatheorshemayormay
notdo.

3. Avoidthesebehaviorsthatblock
clubdevelopment:

• Notlistening.
• Disorganization.
• Nogoalsorobjectives.
• Impatience.
• Usingwordsthatsome

groupmembersmaynot
understand.

• Noagendaormeetingplan.
• Beingpushy.
• Offensivehumor.

Asthesecretary,youwillbe
requiredtotakeaccuratenotesofeach
meetingandkeeptrackofattendance,
theyoungermembersofyourclub
willlookuptoyou,theleadersand
parentswillexpectyoutosetagood
example.Also,yourcountyagentwill
soonbeseekingvolunteersforcounty
committeesandcouncilofficers.Take
thisresponsibilityseriouslyanduse
yourhead,heart,handsandhealthto
leadthisgenerationof4-H’erstomake
thebestbetter.

Toleadmeansavarietyofthings
todifferentpeople.Whenyoustate
the4-HPledgeatthebeginningof
eachmeeting,youpledgetohelpyour
environmentbydoingyourpersonal
best.Whenyourclubchoseyouto
bethesecretary,youacceptedan
importantroleinhelpingyourfellow
clubmembersfulfilltheirpledge.

Additionalsuggestions:
• Useathree-ringnotebooktohold

yoursecretary’sbook.Youmayalso
choosetorecordtheminutesusing
yourpersonalcomputer.

• IfyourlocalK-StateResearchand
Extensionofficepreferstofileyour
records,youmayreproduceacopy
foryourclubhistorian’sbook.

• Askyourparents’committeeto
completeyour“ListofLeaders”
page,andthenreinsertitinyour
book.

• Itisagoodideatokeepthenotes
youmakeduringthemeetings,
evenafteryouhavewrittenthefinal
minutes.Ifyournotebookislost,
youcanrewritetheminutesfrom
yournotes.Keepallyournotes
together;theywillnotbecomelost
aseasilyasseparatesheetsofpaper.
Ifyouuseawordprocessoronyour
computer,besuretokeepallthe
filesinonefolder.

• Keepminutesofanyspecialor
extrameetingsinyournotebook.

*Walker,K.,Phillips,M.,McAdoo,S.,etal.
(1999).LEADSCurriculumNotebook.Kansas
StateUniversityAgriculturalExperimentStation
andCooperativeExtensionService.

The 4-H Pledge

I Pledge my Head 
to clearer thinking,  

 
my Heart

to greater loyalty,  
 

my Hands
to larger service, 

 
and my Health
to better living,  

 
For my club,  

my community,  
my country,  

and my world.
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CLUB ROLL

Name of Member 1 2 3 4 5 6 7 8 9 10 11 12

O
th

er

Office held Phone # E-mail

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.
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CLUB ROLL

Name of Member 1 2 3 4 5 6 7 8 9 10 11 12

O
th

er

Office held Phone # E-mail

22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

41.

42.
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______________________________ Committee

_____________________________ Chairperson 

_________________________________________

_________________________________________

_________________________________________

_________________________________________

_________________________________________

_________________________________________

______________________________ Committee

_____________________________ Chairperson 

_________________________________________

_________________________________________

_________________________________________

_________________________________________

_________________________________________

_________________________________________

______________________________ Committee

_____________________________ Chairperson 

_________________________________________

_________________________________________

_________________________________________

_________________________________________

_________________________________________

_________________________________________

______________________________ Committee

_____________________________ Chairperson 

_________________________________________

_________________________________________

_________________________________________

_________________________________________

_________________________________________

_________________________________________

______________________________ Committee

_____________________________ Chairperson 

_________________________________________

_________________________________________

_________________________________________

_________________________________________

_________________________________________

_________________________________________

______________________________ Committee

_____________________________ Chairperson 

_________________________________________

_________________________________________

_________________________________________

_________________________________________

_________________________________________

_________________________________________

______________________________ Committee

_____________________________ Chairperson 

_________________________________________

_________________________________________

_________________________________________

_________________________________________

_________________________________________

_________________________________________

______________________________ Committee

_____________________________ Chairperson 

_________________________________________

_________________________________________

_________________________________________

_________________________________________

_________________________________________

_________________________________________

List of Committees
When a committee is formed, write the name of the committee and the names of members appointed 
to the committee. Make additional pages as needed.



11

List of Leaders
(To be completed by the Parents’ Committee)

Name of Leader Leadership Area Phone # E-mail
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 Meeting Minutes

Place:________________________________    Date:__________________

Numberpresent:Members______Leaders_______Parents_______Guests_______TotalPresent_______

 ______________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________
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____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

Secretary_____________________________________________________________President
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Meeting Minutes

Place:________________________________    Date:__________________

Numberpresent:Members______Leaders_______Parents_______Guests_______TotalPresent_______

 ______________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________
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____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

Secretary_____________________________________________________________President
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Meeting Minutes

Place:________________________________    Date:__________________

Numberpresent:Members______Leaders_______Parents_______Guests_______TotalPresent_______

 ______________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________
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____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

Secretary_____________________________________________________________President
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Meeting Minutes

Place:________________________________    Date:__________________

Numberpresent:Members______Leaders_______Parents_______Guests_______TotalPresent_______

 ______________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________
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____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

Secretary_____________________________________________________________President
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Meeting Minutes

Place:________________________________    Date:__________________

Numberpresent:Members______Leaders_______Parents_______Guests_______TotalPresent_______

 ______________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________
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____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

Secretary_____________________________________________________________President
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Meeting Minutes

Place:________________________________    Date:__________________

Numberpresent:Members______Leaders_______Parents_______Guests_______TotalPresent_______

 ______________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________
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____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

Secretary_____________________________________________________________President
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Meeting Minutes

Place:________________________________    Date:__________________

Numberpresent:Members______Leaders_______Parents_______Guests_______TotalPresent_______

 ______________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________
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____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________
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