[image: image1.jpg]Maced
AN NS

Shire Council






Section 86 Committee of Management Meetings Procedure
Prior to the meeting

· Check that the room for the meeting is available and has been booked.  This task is usually the responsibility of the Secretary.

· It is good practice to prepare and distribute an agenda, other relevant reports and the minutes of the previous meeting prior to any Committee meeting.

· Check with all Office Bearers regarding items for the agenda.

· A copy of all agendas should be sent to Council prior to the meeting.

Tips on procedures at meetings

1. Chairperson opens the meeting.

2. Apologies, called for, or read by the Secretary.

3. Confirmation of minutes of the previous meeting: Moved and Seconded

4. Business arising from the previous meeting.

5. Inwards and outwards correspondence (read by Secretary): Moved and Seconded

6. Business arising from correspondence. Each item to be Moved, Seconded, debated and voted upon.

7. Treasurers Report: Moved and Seconded

8. Accounts passed for payment: Moved and Seconded

9. General Business. Each item to be Moved, Seconded, debated and voted upon.

10. Set date for next meeting and close meeting.

Further tips

· Start the meeting on time.

· If the Chairperson does not arrive after fifteen minutes, a person elected by those present may chair the meeting.

· Check that you have a quorum.  Without a quorum the decisions made are not legally binding.  The members present can either elect to continue, even though all decisions will have to be approved at the next meeting before action can be taken, or the meeting can be postponed to one week’s time. 

· The section titled General Business is the most important part of the meeting where issues requiring a lengthy discussion should be given most attention.  The business prior to this section should move quickly to allow most of the time to be given to general business.

· If an extra meeting is needed to discuss an important issue, the Committee can call an Extraordinary Meeting.  The business at this meeting is contained to that one issue. 
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