The Agenda

1. A meeting agenda is a list of things to be considered, discussed or done in the meeting. It acts as a roadmap for the meeting so that participants know where they are headed and would not get off track. It gives a sense of purpose and direction to the meeting.

2. All agendas should list the following: 

· meeting start time

· meeting end time

· meeting location

· items to be discussed, listing the important items first (some details if necessary)

· the time each item is expected to last

· who should attend

· who needs to prepare what beforehand

3.  It should be agreed, beforehand or at the meeting, who is to take notes, so that Minutes of the meeting can be prepared.

4.  When preparing the agenda items, the Chairperson should consider the following:

· determine the level of attention appropriate for each item: Will an announcement be sufficient? Should there be discussion? Will a vote be required?

· list the items according to their importance, with those items that require immediate attention first, in case time runs short.  

5.  Frequent reasons for poor meetings: insufficient time to review materials before the meeting, insufficient member participation and poor time management during the meeting.


Sample Agendas

Sample 1

	Name of Group
Date

Roll Call
Minutes
Treasurer’s Report
Unfinished Business
New Business
Next Meeting


Sample 2


	Name of Group
Location
Date - Start Time - End Time

Call to Order
Roll Call
Pledge(s)
Approval of Minutes
Announcements/Communications
Committee Reports – Person to Report – Outcome Desired
Unfinished Business
New Business
Wrap Up (next meeting, assignments, agenda items)


(from http://www.urbanext.uiuc.edu/lcr/LGIEN2002-0015.html).

	Sample 3

	

	  Internet Marketing Association
Meeting Agenda 

Start at 10:00 a.m. in Board Room 

	Item
	Responsible
	Time

	Opening Remarks
	President
	5 min

	VP Membership Report
-intramural report
-new member program intro
	VPM
	20 min

	VP Financial Report
-status of budget
-housebill status
	VPF
	7 min

	VP Rush Report
-status of current efforts
-status of next term plans
	VPR
	7 min



	
	
	

	VP Internal
	VPI
	5 min

	VP External
	VPE
	10 min

	Guest Speaker
	Community Relations
	15 min

	End at 11:10 

Let's keep on track! 


(from http://www.meetingwizard.org/meetings/meeting-agenda.cfm?re=4).
Sample 4

	Board Meeting Agenda
(Month Day, Year)
(Location)
(Planned Starting Time to Ending Time)

Activity

Action

Minutes from previous meeting
Approval
Chief Executive's Report
Discussion
Finance Committee's Report
Approve Budget Changes
Development Committee's Report (nonprofit)
Approve Fundraising Plan
Board Development Committee

Approve Plans for Retreat
Adopt Resolution to Change ByLaws
Other Business
- Old
- New
- Announcements
Roundtable Evaluation of Meeting
Review of Actions from Meeting
Adjourn



(from http://www.managementhelp.org/boards/agenda.htm). 

Sample 5

	Hong Kong Air Cadet Corps: Committee Meeting Agenda

All committee members are requested to attend.

Date: 
Monday, 28th April 2008

Time:
7.30 p.m.

Venue:
Aviation Club Meeting Room

Duration:
About 2 hours, but should not be more than 2 ½ hours

1. Committee Secretary to read last Minutes of meeting (04 Mar. 2008), for approval by the Committee.

2. Matters arising from the last meeting:  Further Details of the Open Day to be held on 25 June 2008. 







(Chair)

2.1 Venue: Police College 





 (Ms. Tang)

2.2 Guest of Honour, VIP List




 (Ms. Tang)

2.3 Music Band 






       (Mrs. Li)

2.4 Budget







      (Secretary)

2.5 General format of Open Day (events to be included)   (Mr. Lo)

3. Assignment of Duties for the Open Day 




  (Chair)

4. Any Other Business




5. Date & Time of next meeting





      (Chair)
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