+logo

AGENDA GENERAL MEETING
(Insert name of group/meeting name)
Date: (+date)
Time: (+start time-finish time)
Location: (+location)

AGENDA ITEMS

	Time Needed
	Item
	Person Responsible

	
	1. Welcome/Introductions 
	Chair

	
	2. Apologies
	Secretary

	
	3. Quorum (has quorum been met?)
	Chair

	
	4. Conflict of interest declarations 
	Chair

	
	5. Minutes of previous meeting (discuss/agree on minutes)
	Chair

	
	6. Actions arising (from previous meetings)
	Chair

	
	7. [bookmark: _GoBack]Treasurer’s report
	Treasurer

	
	8. Correspondence
	Secretary

	
	9. (+ item to be discussed)
	

	
	10. (+ item to be discussed)
	

	
	11. (+ item to be discussed)
	

	
	12. (+ item to be discussed)
	

	
	13.  Other business (call for other items that haven’t been discussed)
	

	
	14. Date, time and location of next meeting
	

	
	15. Meeting Close
	




	Actions from Previous Meeting(s)

	Meeting Date
	Action
	Person responsible
	Progress/ comments

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




