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Minutes of the <No.of> <Society’s Name EXCO/Event’s Name> Meeting on <Day>, <Date> at <Time> in <Room No.>, <Faculty Name>, Universiti Tunku Abdul Rahman.

	PRESENT:                            

<Name> 
	- 
	Chairperson 

	<Name>
	- 
	Vice Chairperson

	<Name>
	- 
	Secretary 

	<Name>
	- 
	Assistant Secretary

	<Name>
	- 
	Treasurer 

	<Name>
	- 
	Assistant Treasurer 

	<Name>
	- 
	Committee Member 

	<Name>                           <Name>
	- 
-


	Committee Member 
Committee Member



	APOLOGY:

<Name>
	-
	<position>


	Min
	Description
	Action Taken by

	15/01
	
	

	15/02
	
	

	15/03
	
	

	15/05
	
	

	15/05
	
	

	15/06
	
	

	
	
	

	
	
	

	
	
	


There being no other matters, the meeting adjourned at <time>
Prepared by,



Confirmed by,



Reviewed by,

                          

__________________ 

__________________

__________________ 
(………Name………)

(………Name………)

(Mr./Ms. ….Name….)
Secretary



Chairperson



Advisor/Co-advisor
Notes:

1)
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14/02
14/03
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14/05
1406
There being no other matters, the meeting adjourned at <tme>
Prepared by, Confimmed by, Reviewed by,
C Name ) C Name ) O M5, Name )
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2) The description of the meeting agenda can start with a title and describe details after the title. Do not summarize the details as the minute is important evidence in future. 
3) The meeting should conduct in the premise of university. 
STRICTLY CONFIDENTIAL





Refer to the numbers of agenda items. The number should be continuing in next meeting minute instead of start from 01 again. 





Refer to year of the meeting.








