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EXAMPLE Agenda of *Insert Shed Name*

	Date:
	

	Time:
	

	Location:
	

	Agenda items
	Action
	Time allotted

	1
	Welcome, present and apologies
	Chair
	5 mins

	2
	Declaration of interests
	Chair
	2 mins

	3
	Review of actions from previous minutes
	Chair
	15 mins

	4
	Approval of previous minutes
	Chair
	2 mins

	5
	Example Agenda Item: Operational update
	BB, JT, MW
	20 mins

	6
	Example Agenda Item: Financial update
	Treasure and Chair
	20 mins

	7
	Example Agenda Item: Fundraising & Events
	Fundraising Committee

/Treasurer
	20 mins

	8
	Example Agenda Item: Any review of governing document required? e.g. change to membership fee
	All
	20 mins

	9
	Any other competent business (AOCB)
	Opportunity for All
	15 mins

	10
	Time, date and location of next (and any other upcoming) meetings
	Chair
	5 mins


CHECK YOUR GOVERNING DOCUMENT FOR ANY ADDITIONAL ITEMS THAT NEED TO BE COVERED AT COMMITTEE MEETINGS.
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Template supplied by the Scottish Men’s Sheds Association (SMSA)
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