AGENDA FOR MEETING OF THE COMMITTEE OF …. CLUB TO BE HELD (TIME AND DATE) AT (VENUE)

Apologies

List members from the committee who have registered their apology (inability to attend). 

Agenda Discussion

Note anything that needs to be added to the Agenda. 

Review of previous minutes

Go over the previous minutes and follow up items of action. 

Finance 

Financial report should be given by the Treasurer. This should be moved, seconded and carried. 

The finance report may also include funding. 

General business
Discuss general items of business. These may have been itemised separately under headings which might include things like: 

· Fundraising

· Club/equipment maintenance

· Safety

· Coaches

· Club events – social, fundraising, competitive, prize giving etc
· Nominations - national awards, board, teams etc
· Other general business
See below for Minutes

NOTE:  The minutes should follow the course of the Agenda, above.  The purpose of Minutes is to note action points and decisions, and to briefly summarise important discussions.  There is no need to record every conversation and who said what, just the general ‘upshot’ of the conversation if you feel it is necessary.  

Example:   There was discussion around our club Health and Safety.  It was agreed to appoint a sub-committee of three people to work on this.  Bob is to lead this and will approach two others to work with him.  Bob to report back at the next Committee meeting.
MINUTES OF THE  MEETING OF THE COMMITTEE OF …. CLUB HELD (TIME AND DATE) AT (VENUE)

Apologies

List members from the committee who have registered their apology (inability to attend). 

Agenda Discussion

Note anything that needs to be added to the Agenda. 

Review of previous minutes

Follow-up on the action points. 

Finance 

Financial report should be given by the Treasurer. This should be moved, seconded and carried. 

The finance report may also include funding. 

General business
Detail decisions around general items of business. These may have been itemised separately under headings which might include things like: 

· Fundraising

· Club/equipment maintenance

· Safety

· Coaches

· Club events – social, fundraising, competitive, prize giving etc

· Nominations - national awards, board, teams etc

· Other general business
Next meeting
Set a date for the next meeting and record the finish time of this meeting. 
