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AGENDA TEMPLATE 
 
 

1. Title of Meeting 

2. Date, Time, Venue 

3. Apologies for Absence 

4. Conflicts of Interest 

5. Minutes of Previous Meetings 

6. Actions relating to previous meetings (sometimes referred to as matters arising) 

7. Items to be discussed and decided 

8. Reports from Sub Groups 

9. Any Other Business 

10. Date, time and venue of the next meeting 
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