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The Agenda

Quick and easy guide to preparing an agenda.

An agenda is simply a list of the things you want to discuss in your
meeting. It is useful because: -

% Ithelps you plan the meeting.

% Ithelps you to get through the business of the meeting efficiently.
% It helps people at the meeting follow what is going on.
*

It gives people the opportunity to think about the meeting in
advance.

It is formally the Chair’s job to prepare the agenda.
However, in a lot of groups the Secretary and the Chair
work together to produce the agenda. This can make
life a lot easier.

Some very small and informal groups simply work out
the agenda together at the start of the meeting.

This is fine if you don’t need a lot of structure or
advance planning for the meeting.

A basic agenda

An agenda can be very simple. Here is an example:
1. Apologies for absence

Item 1

Item 2

Any other business

AN

Date of next meeting

Who decides what’s on the agenda?

Often agenda items are just decided by the Chair and the Secretary.
However, if you can it is useful to find ways of giving your members
the opportunity to contribute. Some ways of doing this are: -

% Put up a suggestion sheet on a notice board.
% At the meeting, ask for items for the next meeting.

*  When you send out the notice of the meeting, ask for suggestions
for the agenda. Remember to put a contact address and the date
you need them by.
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See the Resource Centre
linformation sheet
‘Chairing a Meeting’
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Items for your agenda

*

*

The bulk of your agenda will simply be the items you need to
discuss. Make each important matter a separate item.

Look through the minutes of your last meeting. Are there any
things to report back on? Are there items that need to be
discussed again? Put each issue down as a separate item.

Have you received any information — for example about meetings
or other events — you need to tell everyone about?

Some groups always include an item ‘minutes of the last
meeting’. The purpose of this is to agree that the minutes of the
last meeting are accurate and reflect what happened. If your
group is very small and informal you may decide you don’t need
to do this.

Some groups have ‘standing items’ on their agendas. These are
items that are always on the agenda at every meeting. They are
usually reports from officers such as the Treasurer, or reports
from sub-groups.

‘Any Other Business’ is a regular item at the end of most agendas.
It allows people to raise issues that aren’t already on the agenda.

Try to avoid ‘Any Other Business’ taking up the majority of the
meeting. If you can, it’s better to find out beforehand what
people want on the agenda. This allows you to organise the
meeting more efficiently.

How long will each item take?

*

It is useful for the Chair and Secretary to look at the agenda
before the meeting, and work out how long they think each item
is going to take. This can really help with the chairing and
general smooth running of the meeting.

Try to make sure the important discussions get all the time they
need, and the minor issues don’t expand to take over the whole
meeting.

It’s hard to estimate exact times, but you can get a rough idea.
For example, if you have 6 items to discuss in an hour’s meeting
you could give each item 10 minutes, or one important item 35
minutes and the rest 5 minutes each.

If this looks impossible you need to have fewer items on the
agenda, or a longer meeting!
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What order do items go in?

*

It is general practice to put the short, easy to deal with items at
the start of the agenda. You get them out of the way quickly, and
can concentrate on the important issues.

There are no hard and fast rules about this. It depends on what
you think will work best at any particular meeting.

When do you prepare the agenda?

*

*

The crucial thing is to think about the agenda in advance. It’s a
tool to help you plan the meeting.

The agenda for a large public meeting will need careful advance
planning and thought, while a small committee meeting can be
prepared the day before.

If you are having speakers at the meeting, or need background
papers or information, remember to prepare the agenda enough
in advance to give yourself time to organise these.

Think about whether you want to mail the agenda out in advance,
or give it to people at the meeting.

Annual General Meeting

See the Resource Centre
information sheet
[Organising your AGM|

The Resource Centre also
produces information sheets on
Chairing a meeting

The Chair’s rolg
Taking Minutes
[The Secretary’s rold

*

The agenda for your Annual General Meeting will have to include
specific items such as elections and yearly reports. Check your
constitution to see what these are.

Some other things to think about

*

*

what each item is about; you may
need to refer to past minutes or

Think about whether an item needs an introduction and if so who
will do this. It doesn’t necessarily have to be the Chair.

Make sure you have background papers prepared in advance if
an item needs them and distribute them to the group if necessary.

Be informative: describe each item
in sufficient detail so that members
come prepared and interested.

Make sure you have a good idea

discussions.
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