
Agenda Items 
 
An agenda is a running order for items to be discussed, presented and documented.  
They should incorporate four recurring items: 
 

- Attendance and Apologies 
- Minutes of last meeting and Matters Arising 
- *Date of Next Meeting 
- *Any Other Competent Business 

 
*Why have these at the end?  Complete them at the beginning and get them over with so that 
the meeting is not rushing through the agenda to get the last items completed.   This is good 
practice as it enables a more efficient meeting but AOCB may still be appropriate at the end of 
the meeting to cover any issues not covered fully or not discussed at all. 
 
Examples of Minutes 
 
Minutes of meeting should be: 
 

- Circulated as soon as possible 
- Document or reference discussions that were held 
- Clearly outline actions that have been allocated 
- Documents where objection and alternatives have been discussed in relation to decisions 

 
 

 
 
 


