Sample Minutes from a Rotary International Club Meeting:
Meeting Date: [Date] Meeting Time: [Time] Meeting Location: [Location]
1. Call to Order: The meeting was called to order at [Time] by [Name], the Club President.
2. Attendance: The following club members were present:
· [Name 1]
· [Name 2]
· [Name 3]
· [Name 4]
· [Name 5]
The following guests were also present:
· [Guest 1]
· [Guest 2]
Apologies were received from:
· [Name 6]
· [Name 7]
3. Opening Remarks: [Name], the Club President, welcomed all attendees and thanked them for their presence. [He/She] made a few opening remarks highlighting the importance of the meeting and the upcoming club activities.
4. Approval of Previous Meeting Minutes: The minutes from the previous meeting held on [Date] were presented. After a discussion, a motion was made by [Name 1] to approve the minutes, which was seconded by [Name 2]. The minutes were unanimously approved.
5. Committee Reports:
· Membership Committee: [Name], the committee chair, provided an update on membership growth and new member orientations.
· Community Service Committee: [Name], the committee chair, shared details about ongoing service projects and upcoming initiatives.
· Fundraising Committee: [Name], the committee chair, discussed recent fundraising efforts and announced the success of the recent charity auction.
· International Service Committee: [Name], the committee chair, reported on international projects and collaborations with partner clubs.
6. Project Updates:
· [Project 1]: [Name] provided an update on the progress of [Project 1], including achievements and challenges faced.
· [Project 2]: [Name] shared details about the upcoming [Project 2] and requested volunteers for various tasks.
7. Financial Report: The treasurer, [Name], presented the financial report for the period [Date] to [Date]. The report included income, expenses, and the current status of the club's budget. [Name] highlighted any significant financial transactions and answered questions from the members.
8. Guest Speaker: [Name], a guest speaker from [Organization/Topic], delivered a presentation on [Topic]. The presentation was informative and engaging, followed by a Q&A session.
9. Announcements:
· [Announcement 1]: [Name] made an announcement about an upcoming community event and encouraged club members to participate.
· [Announcement 2]: [Name] shared details about the District Conference and encouraged members to register.
10. Other Business:
· [Discussion 1]: A discussion took place regarding [Topic]. Various viewpoints were shared, and potential actions were considered.
· [Discussion 2]: [Name] raised a concern regarding [Topic]. The matter was discussed, and [Name] agreed to follow up on it.
11. Next Meeting and Adjournment: The next club meeting was scheduled for [Date] at [Time] at [Location]. There being no further business to discuss, the meeting was adjourned at [Time] by [Name], the Club President.
Respectfully submitted,
[Name] Club Secretary
Note: The minutes should be reviewed and approved by the club's board or relevant authorities before being considered final. The format and content of minutes may vary depending on the club's practices and requirements.

