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Student Chapter Officer Business Meeting Minutes
Date: [Insert Date]
Time: [Insert Time]
Location: [Insert Location/Digital Platform]
Executive Board in Attendance:

I. Call to Order
· The meeting was called to order at [Insert Time] by [Insert Name/Title].
· Attendance: [List officers present and absent]
II. Approval of Minutes
· Motion: To approve the minutes from the previous meeting held on [Insert Date of Previous Meeting].
· Moved by: [Name]
· Seconded by: [Name]
· Outcome: [Approved/Approved with corrections/Tabled]
III. Report of Officers
President
· [Update on recent activities and leadership responsibilities]
Vice President
· [Update on chapter operations and delegated tasks]
Secretary
· [Updates on correspondence, membership records, or administrative tasks]
Treasurer (Financial Report)
· Financial Status: [ ] In Good Standing / [ ] Action Required
· Recent Income/Expenses: [Detail significant transactions or budget updates]
IV. Report of Committees
· [Committee Name]: [Assigned Officer/Chair Name] – [Report Details/Progress]
· [Committee Name]: [Assigned Officer/Chair Name] – [Report Details/Progress]
V. Old Business
· [Status updates on items or motions from previous meetings that require follow-up]
VI. New Business
· [Introduction of new proposals, motions, or upcoming events requiring a decision]
VII. Discussion
· [Open floor for brainstorming, informal topics, or general member feedback]
VIII. Next Meeting Date
· The next officer business meeting is scheduled for [Date] at [Time] via [Location].
IX. Adjournment
· Meeting adjourned at [Insert Time] by [Insert Name/Title].

Minutes Submitted By: [Name/Title]
Date Submitted: [Insert Date]
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