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	SHA TIN JUNIOR CHAMBER
(Affiliated with JUNIOR CHAMBER INTERNATIONAL HONG KONG)

21/F Seaview Commercial Building, 21-24 Connaught Road West, 
Sheung Wan, Hong Kong
Email: info@sjc.org.hk


URL: http://www.sjc.org.hk



(PROJECT NAME)

MINUTES of the ___________ O.C. Meeting of the Sha Tin Junior Chamber Limited held on (Date) at (Time) at (Place).

Present

(Name)

Project Chairman

(Name)

Project Secretary

(Name)

Project Treasurer 

(Name)

Sponsorship

(Name)

Programme

(Name)

Promotion

(Name)

Logistics

(Name)

Registration / Reception

Absent with Apologies

(Name)

(Post)

(Name)

(Post)

In Attendance

(Name)

(Post)

_______________________________________________________________________

	
	
	ACTION BY

	
	
	

	1.
	MEETING CALL TO ORDER
The Meeting was called to order at  (Time)


	

	2.
	RECITAL OF JC CREED
(Chairman) invited (Name) to lead the recital of JC Creed.  It was led by (Name).


	

	3.
	RECOGNITION OF GUEST
(Chairman) recognized the presence of  (Name) to attend the O.C. meeting.


	

	4.
	ESTABLISHMENT OF VOTING STRENGTH
Project. Secretary reported that the total no. of member is (No.),  the number of presence was (No.) and the total voting strength was (No.) ,simple majority was (No.), two-thirds majority was (No.).  These were confirmed by (Chairman).


	

	5.
	ADOPTION OF AGENDA
(Name 1) has moved the motion to adopt the agenda and was seconded by (Name 2).  The agenda was adopted.


	

	6.
	ADOPTION OF MINUTES OF LAST MEETING
(if no amendment)

As there was no amendment and no discussion, (Name 1) has moved the motion to adopt the minutes of last meeting and was seconded by (Name 2).  The agenda was adopted.


	

	
	(if there is amendment)
(Name 1) has moved the motion to amendment the following points and was seconded by (Name 2) :

Item (No.) : _______________________________________

Item (No.) : _______________________________________


	

	7.
	REPORT FROM CHAIRMAN

	

	8.
8.1
	REPORT FROM OTHER O.C. MEMBERS
Project. Secretary


	

	8.2.
	Project. Treasurer

	

	8.3.
a.
	REPORT FROM SUB-COMMITTEE
Sponsorship


	

	b.
	Promotion

	

	c.
	Programme

	

	d.
	Logistics

	

	e.
	Registration/Reception
	

	9.
	GENERAL DISCUSSION
	

	10.
	ANY OTHER BUSINESS 
	

	11.
	REMARKS BY SUPERVISING OFFICERS / ADVISORS
	

	12.
	DATE, TIME & PLACE OF NEXT MEETING
The next meeting was scheduled on (Date) at (Time) at (Place).

	

	13
	ADJOURNMENT
The meeting was adjourned at (Time).
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