Scottish Community Heritage Alliance

Using an agenda for committee meetings helps everyone focus on what the priorities are for your organisation. 
The numbers on the right are for the time allocated to the item. This can help members to focus on the most important things and helps the chair of the meeting to allow enough time for each item. The total adds up to 92 minutes. 90 minutes is an ideal length for a meeting, as it ensure focus by participants. Nothing worse than a meeting that drags on for no good reason.
You will see that against Any Other Competent Business, it says “notified in advance”.  This ensure that there are no random or irrelevant items brought up without the Chair/Secretary/Treasurer being aware in advance.

[Insert name of organisation here]
Committee meeting, at [time] on [date]
at [Insert venue]
AGENDA
1. Apologies								2
2. Minutes of previous meeting & matters arising			5	
3. Accounts for [insert reporting period]				5
4. [Insert name of project] update					15
5. Event name Report							15
6. OSCR Requirements & Position Regarding Trustees			10	
7. AGM preparations							5	
8. Christmas Social							5
9. Succession Planning							15
10. Future Plans								10
11. AOCB (notified in advance)						5
_______________________________________________________________ 
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