AGENDA
When the Agenda is prepared/sent out in advance, it will include the items listed in the left hand column of the table below. The explanation on the right clarifies and describes the content you need to include either in the agenda as it is sent out, and/or in the minutes when they are prepared. For example you’ll list the attendees in the minutes but not the agenda as prepared, but apologies known prior to the meeting will be included in both the agenda and minutes.
	ITEM
	CONTENT EXPLANATION

	1. Heading
	Contains the meeting details:
· Name of the Organisation

· Meeting venue and Date

· Meeting number or month

· Meeting type, e.g. board, sub-committee

	AGENDA ITEMS

	2. Meeting open and welcome
	· Chairperson/president confirms Quorum numbers (if necessary)

· Chairperson/President opens meeting at (time)
· Chairperson/President thanks board members for attending

	3. Attendance/Apologies
	List the people who attended the meeting in hierarchical order:
President: (name)

Secretary: (name)

Board members: (names)

Management/Staff: (names)

Visitors/Guests: (names)

List the people who have advised that they are not attending, again in hierarchical order starting with Board members and then other people not present. 

	4. Minutes of previous meeting
	The minutes of the previous meeting should be provided to anyone who does not have a copy and time allowed for them to be read before a motion is moved by a member who was present that the minutes are a true account. The motion must also be seconded.

	5. Business arising from the previous minutes
	Any items or tasks that needed to be followed up or addressed since the last meeting are dealt with here and any clarification provided. The President/Chairperson and a board member sign and date the minutes as a true and correct record.


	6. Communication
	This may or may not be included in your agenda and is purely up to individual organisations how they deal with the item. If included it covers all incoming and outgoing communication, fax’s, e.,mails, letters etc

	7. Reports
	Under this item specific reports are dealt with. The financial report must be included and may be listed as a separate item. Other reports may be provided by sub-committee’s, coaching directors, executive officer etc.

	8. Motions on Notice
	The Motions for which Notice has been given outlines any motions that have been tabled for discussion and where committee decision may be pending. The agenda will include information including the details of who has presented the motion (and their position/title); any recommendations from management, staff or committees.

	9. General Business
	General business provides and opportunity for people to raise issues or ask questions about relevant issues. Where the issue appears too involved or important to be dealt with superficially, the President/Chairperson should ask for it to be made a Motion on Notice for the next meeting and information provided or research carried out so that the item can be dealt with appropriately.

	10. Next Meeting and Close
	Details of the next meeting are provided (e.g. date/time/location) and the President/Chairperson thanks everyone for attending and officially closes the meeting noting the time. 


Other items may be included, for example Advance apologies, or some excluded, for example Motions on Notice. 

Further guidance is provided in the module. 
