[Name of the scheme] · [SS number/year]
Minutes of [Name of the meeting]
General meeting of [Name of the scheme], sectional title scheme, held at [Venue of the meeting], and electronically on 27 October 2026 at 18:00.
Draft for the secretary to edit and the meeting to adopt. Drafted by Estate Manager on 27 October 2026 at 02:04. The draft records the result of each vote and never how a member voted.
1. 	Opening. [Name of the chairperson] took the chair and the meeting opened at 18:00. The meeting was appointed for 27 October 2026 at 18:00. Electronic participation was offered (PMR 17(10)). The meeting was closed at 27 October 2026 at 19:30.
2. 	Notice. Notice was issued on 27 September 2026 at 18:00 by [Name of the person who issued the notice], 30 days before the meeting, which needed 30 days of notice (STSMA s6(2)). The notice was sufficient. As the meeting took a special or unanimous resolution, the notice had to reach each member by hand or by registered post (STSMA s6(3)). It was recorded in time for 3 of 3 members. The meeting was appointed for 27 October 2026 at 18:00.
3. 	Attendance and proxies. 3 of the scheme's 3 members were present or represented when the meeting ended: 1 in person, 1 electronically and 1 by proxy. 0 left before the end. Members who attended electronically counted once the chair had confirmed their identity (PMR 17(10) and (11)).
Also present, representing no member: [Name of a person present who represents no member], [Capacity, such as the managing agent].
	Member
	Units
	Attended
	Attended by
	Proxy

	[Owner's name]
	[Unit number]
	In person
	[Owner's name]
	

	[Owner's name]
	[Unit number]
	Electronically
	[Owner's name]
	

	[Owner's name]
	[Unit number]
	By proxy
	[Proxy holder's name]
	Lodged before the meeting (PMR 20(5)(a)), with a general mandate


4. 	Quorum. The quorum in force was 1/3 of all the members' votes in value (2/3 in a scheme with fewer than 4 sections or members) present or represented, with at least 2 persons present (PMR 19). When the meeting ended, 3 of 3 members were present or represented, holding 100,00 % of the votes in value, and a quorum was present. Each resolution below records whether a quorum was present when its poll closed.
5. 	Resolutions. The resolutions on the agenda, in the agenda's order.
1. [Title of the first resolution]
Ordinary resolution. Proposed by [Proposer's name], seconded by [Seconder's name].
[Text of the resolution as it was put to the meeting]
	Vote
	In value
	Of votes cast
	Of those present
	In number
	Of votes cast
	Of those present

	For
	100,0000 %
	100,00 %
	100,00 %
	3
	100,00 %
	100,00 %

	Against
	0,0000 %
	0,00 %
	0,00 %
	0
	0,00 %
	0,00 %

	Abstain
	0,0000 %
	-
	0,00 %
	0
	-
	0,00 %


Votes cast for and against: 100,0000 % in value and 3 in number. Present or represented: 100,0000 % in value (100,00 % of all the members' votes) and 3 of 3 members in number.
Rule: A majority of the votes, calculated in value, of the members present and voting (PMR 20(1)(b)).
Outcome: Passed. The votes for are a majority, in value, of the votes cast for and against.
A quorum was present when the chair closed the poll at 19:30.
2. [Title of the second resolution]
Special resolution. Proposed by [Proposer's name], seconded by [Seconder's name].
[Text of the resolution as it was put to the meeting]
	Vote
	In value
	Of votes cast
	Of those present
	In number
	Of votes cast
	Of those present

	For
	100,0000 %
	100,00 %
	100,00 %
	3
	100,00 %
	100,00 %

	Against
	0,0000 %
	0,00 %
	0,00 %
	0
	0,00 %
	0,00 %

	Abstain
	0,0000 %
	-
	0,00 %
	0
	-
	0,00 %


Votes cast for and against: 100,0000 % in value and 3 in number. Present or represented: 100,0000 % in value (100,00 % of all the members' votes) and 3 of 3 members in number.
Rule: At least 75 %, calculated both in value and in number, of the votes of the members present or represented (STSMA s1, special resolution).
Outcome: Passed. At least 75 % of the votes present or represented were in favour, in value and in number.
A quorum was present when the chair closed the poll at 19:30.
3. [Title of an item for discussion]
[What the item is about]
Business for discussion, on which no vote was taken.
6. 	Motions from the floor. The motions raised at the meeting that the agenda did not hold, as the meeting decided them outside Estate Manager's polls.
Moved by [Mover's name], seconded by [Seconder's name].
[Text of a motion raised from the floor]
Outcome: [carried or not carried]. [How the meeting decided it].
7. 	Closure. There being no further business, the chair closed the meeting at 19:30.
Signed as a true record
	Chairperson: [Name of the chairperson]
	
	Date


Drafted by Estate Manager on 27 October 2026 at 02:04. The minutes record each result, never how a member voted.	Page 1 of 1
