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[bookmark: _GoBack]How much do you know about correct meeting procedure?
If you need to know more – come along to Forum!

	QUESTION
	ANSWER

	1. How do you address the Chairman?
	Madam Chairman/Chair, Mr Chairman/Chair

	2. Why are MINUTES important??
	The MINUTES of a meeting are the official written records that summarize the events, discussions, and decisions made during a meeting, serving as a crucial tool for documentation and accountability within organisations.

	3. Are MINUTES a legal requirement?
	YES – keeping MINUTES is a legal requirement for companies and incorporated associations in Australia, as outlined in the Corporations Act 2001 and the Associations Incorporation Act. 

	4. Who can move the motion to confirm the Minutes?
	Any member who was present at the meeting with the exception of the person who wrote the minutes. This motion CONFIRMS what is written.

	5. Who can move the receipt of the correspondence?
	Any member present

	6. Who moves the motion to adopt the Treasurer’s Financial Statement?
	The Treasurer – because they are generally the only person who has full access to the financial records. 


	7. Does a motion need a seconder?
	Yes. Without a seconder the motion lapses and is not discussed. The seconding opens the motion for discussion. The seconder does not have to vote for the motion if they don’t want to. 

	8. What is a Constitution?
	The operating rules of the organisation. 


	9. What are ByLaws?
	The guidelines for the day-to-day operations of the organisation, providing the machinery by which the organisation carries on its activities. 

	10. What are Standing Orders?
	Standing Orders are the rules that meetings operates under. They are a code of procedure - the rules for debate. Standing Orders safeguard the official program from interruption. 
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