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Agenda and ‘words’ to help with Chairing (or participating in) a meeting
OPEN:

I declare the meeting of . . . . . . . . . open at ........am/pm
WELCOME:

Members and guests (name guests, ask them to stand).
APOLOGIES:
Read or ask for names.

MINUTES:

Ask Secretary to read, or announce they were distributed by email
You may want to ask the members if there are any corrections.

Can I have a motion from a member who was present at that meeting that the Minutes be confirmed? 

The Secretary who wrote the minutes does not move or second this motion, it is for someone else who was present to confirm that what is written is correct.

Will someone Second the motion please?. 

Those in favour? Against? I declare the motion carried.

BUSINESS ARISING FROM MINUTES:
Is there any business arising from the Minutes?
CORRESPONDENCE INWARD and OUTWARD:
Ask Secretary to read.

Can I have a motion that the Inward Correspondence be received and the outward endorsed? Seconder.

All those in favour? Against? I declare the motion carried.
BUSINESS ARISING FROM CORRESPONDENCE:
Is there any correspondence we have to act on? 

If any letters need to be answered this should be a motion. Ask for a mover, seconder. Those in favour? Against? I declare the motion carried.
FINANCIAL STATEMENT AND TREASURERS REPORT:
Ask the Treasurer to read/deliver his/her financial statement. 
Ask the Treasurer to move for the receipt and adoption of the financial statement. 

No one else must move this motion as no one else has access to the books to say that the statement is true. 
Seconder. Those in favour? Against? I declare the motion carried.

BUSINESS ARISING FROM TREASURERS REPORT: Is there any business?
ACCOUNTS FOR PAYMENT:
Are there any accounts for payment? 

Would someone move that the accounts be passed for payment. Seconder. Those in favour? Against? I declare the motion carried.
GENERAL BUSINESS:
Any decisions that are made should be put as a motion. Ask for a mover and seconder. Then ask for any discussion on the motion. After a couple of speakers for and a couple of speakers against, say: I will now call for a vote on the motion, (You may ask the Secretary to read the motion again so that members are sure of what they are voting on).

Those in favour? Against? I declare the motion carried/lost.

Is there any further business?
NEXT MEETING: 
Will be held on . . . . . . . . . . (date) at . . . . . . . . . .(place/time).

CLOSURE:

I declare the meeting closed at . . . . . .(time).
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