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<Project Name>

The <2nd> OC meeting was held on <Date>

at <Time> at <Veune>

Present:
Person1 name
Chairman


Person2 name
Secretary


Person3 name
Treasurer


Person4 name
Program


Person5 name
Promotion

Absent:
Person1 name
Logistics


Person2 name
Registration

Attend:
Person1 name
President


Person2 name
Supervising Officer

Minutes

1. Meeting call to order

· The meeting was called to order at HH:MM p.m.

2. Recital of JCI Creed

· VP Chan Tai Man led OC members to recite the JCI Creed

3. Recognition of guests

· Chairman Person1 recognised the attendance of VP Chan Tai Man

4. Adoption of Agenda

· Person2 moved to adopt the agenda, Person 3 seconded.  
· No amendment was made.  
(Motion Carried)
5. Adoption of minutes of last meeting

· Person2 moved to adopt the minutes of last meeting, Person3 seconded.  
· No amendment was made.
(Motion Carried)
6. Report from Chairman

· [The matter mentioned should be printed here point by point]

· [The matter mentioned should be printed here point by point]

7. Report by Secretary 

· [The matter mentioned should be printed here point by point]

· [The matter mentioned should be printed here point by point]

8. Report by Treasurer

· [The matter mentioned should be printed here point by point]

· [The matter mentioned should be printed here point by point]

9. Report by Program

· [The matter mentioned should be printed here point by point]

· [The matter mentioned should be printed here point by point]

10. Report by Promotion

· [The matter mentioned should be printed here point by point]

· [The matter mentioned should be printed here point by point]

11. Remarks by guest(s)

· [The matter mentioned should be printed here point by point]

· [The matter mentioned should be printed here point by point]

12. Remarks by Supervising officer(s)

· [The matter mentioned should be printed here point by point]

· [The matter mentioned should be printed here point by point]

13. Any Other Business

· [The matter mentioned should be printed here point by point]

· [The matter mentioned should be printed here point by point]

14. Adjournment

· The meeting was adjourned at hh:mm p.m.

Prepared by

<Name>

Project Secretary

<Date>
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