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[insert Club logo]
AGENDA
[Club] Executive

	VENUE:		[Address]
		             [Room]
DATE:			[insert date] 
			Commencing at [insert time]



1. Preliminaries
Present 	[insert those present]
Apologies	

2. Minutes of the Previous Meeting
a. To confirm the minutes of the meeting held on [insert day and date]. 

3. Action Listing (Outside Work Plan)
See attached. 

4. Reports and Correspondence
a. Circulars

5. Work Plan 
a. Feedback & Discussion
i. 

b. Items to progress – Decision to be made
i. 

c. Updates on Current Activities
i. 

d. Analysis of completed activities 
i. 

6. Questions on Notice
a. 

7. General Business (Inc. additional Briefing Papers not covered in Work Plan)
a. 

8. Close
Next Meeting
The next meeting of the [Club] Executive is currently scheduled for Thursday, 11 January 2018. 
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