Sample Agenda for General Committee Meeting

1
Opening & Welcome (record time &date)

2.
Attendance & Apologies (record names of those attending and those who have made an apology) Moved By:


Seconded by:
3.
Minutes of the Previous Meeting (as read or distributed)
Moved by


Seconded by
4.
Business Arising from the Minutes (Review action sheet from previous meeting, if additional action is requires this can be transferred to general business)
5.
Correspondence. List of correspondence should be tabled, anything of importance read out
 moved by:


seconded by:
6.
Treasurer’s Report  Allow time for questions 
 Moved by:


  Seconded by:
7.
Accounts to be passed for payment:  this is any other account to be paid that is not allowed for in the annual budget
8.
Teachers report:

Moved:



Seconded by:

9.
General Business (use the action sheet to record decisions made and person responsible for implementing, copy the sheet and give out to relevant people, display on notice board)

Each decision needs to be moved, seconded and voted on.  Once recorded in the minutes the decision is binding on all members.

10.
Next Meeting (set date, time, venue)

11.
Close Meeting  - record time
When an item on the agenda is moved and seconded this is a legal acceptance of the item being correct
