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[Insert Organisation Name]
[Committee/board] meeting
Agenda

	Date:
	

	Time:
	

	Place:
	



	Item
	Description
	Responsible
	Time

	1
	Present and apologies 
	Secretary
	[Minutes]

	2
	Declaration of interests
· Disclose any conflicts of interest relevant to the agenda
	President/
Chairperson
	
[Minutes]

	3
	Review of actions from previous meeting 
· Report on progress on resolutions and actions 
	President/
Chairperson
	
[Minutes]

	4
	Acceptance of minutes of previous [committee/board] meeting
	President/
Chairperson
	
[Minutes]

	5
	Acceptance of new members
	President/
Chairperson
	
[Minutes]

	6
	Operational report
	[bookmark: _GoBack]President/other
	
[Minutes]

	7
	Finance report
	Treasurer
	
[Minutes]

	8
	General business 
·  Discuss any items that are not on the agenda
	All 
	
[Minutes]

	9
	Next meeting
· Time, date and place for next meeting
	President/
Chairperson
	
[Minutes]

	10
	Meeting close
	President/
Chairperson
	
[Minutes]
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