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	Section 86 Committee of Management
Sample Agenda




The agenda is a checklist that outlines the order of business.  It provides the meeting with a set pattern.  Agendas sent out prior to the meeting will enable Committee members and Council officers to consider items for discussion in the forthcoming meeting.  Any member may request an item to be included on the agenda.

Notice of Meeting

Please be advised that the next meeting of the

[insert name of Facility] Committee of Management

will be held at [insert time] at the [insert meeting location]
[insert location address] on [insert day and date]

1.
Welcome

2.
Apologies

3.
Confirmation of minutes of the previous meeting

4.
Business arising from the previous meeting

5.
Correspondence


Inwards:


Outwards:

6.
Business arising from correspondence

7.
Treasurers Report

8.
Accounts for Payment

9.
General Business

10.
Date of next meeting

11.
Close of meeting


