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Form 3: Ordinary Meeting Agenda – Sample
[Please fill in your Committee's Name] Committee of Management
Date: [Insert Date]
Time: [Insert Time]
MEETING NO. [Insert Date]/20     
A G E N D A

1.
Welcome: [Please fill in Chairperson's Name]  

2.
Apologies:       
3.
Confirmation of Minutes of Previous Meeting
4.
Business Arising Out of the Minutes
5.
Disclosure of any pecuniary interest or conflict of interest of any member

6.
Correspondence 

If appropriate it requires two actions:

· Secretary reads out the correspondence, followed by the motion “that the correspondence be received”.

· If any action is required as a result of the correspondence, appropriate motions should be moved, e.g. “that the Secretary reply to Mrs. Smith informing her that… 

7.
Treasurer’s Report

· The Treasurer’s Report includes receipts and expenditure of the period just passed and shows the balance in hand.  The Treasurer moves for the adoption of the report.

8.
Adjourned Business

· Adjourned business takes precedence over all other business.

9.
Special Agenda Items

10.
General Business

11.
Date of Next Meeting: [Insert]
12.
Close Meeting: [Insert] 








































































