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Date: 







Time: 








Venue: 







Present: _______________ (3 out of 3)


  _______________ (3 out of 3)

Absent with Apologies: ________________________ (2 out of 3)

Minutes by: 







	Agenda
	
	Remarks

	1.0


	Introduction

	

	2.0
	Election

	

	3.0

3.1

3.2

3.3
	PROJECTS FOR THE YEAR 20xx

First Project

Second Project

Third Project


	

	4.0
	BUDGET REPORT

	

	5.0
	OTHER MATTERS

	

	6.0
	NEXT MEETING

	


The meeting adjourned at …….am/ pm. 

Prepared by,







Approved by,

Name:
_________________





Name: ________________

Secretary,







Advisor,

Club/Society:___________ 





Club/Society: _____________
KDU Penang University College
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