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(
Have I invited items from everybody?

(
Have I identified the items I want to include?
(
Do I know why each item is on the agenda?

(
Do I know where decisions are required?
(
Is it clear to everyone what each item is about (from wording on agenda?)
(
Have I considered the order of the items?

(
Do I know how much time is needed for each?
(
Are all relevant papers attached?

(
Were there any actions on the previous minutes?  (Use ‘Matters Arising’ to 

get updates)

(
Is anyone presenting a report?  (Use ‘Reports’ on the agenda)
(
Do any of the agenda items relate to the structure, function, etc of the committee?  (Give a relevant heading and put this item immediately after ‘Apologies’ on the agenda)

(
Have I briefed the minute-taker?
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Ideally this should be completed by chairperson in discussion with minute-taker.

Meeting:  …………………………………………………………………..……………….  
Date:  ……………………….………….

Welcome
Did I start on time?


Did I take control (verbally and non-verbally)?


Did I ask for ‘items to be added to the agenda’?

Apologies
Was it clear who was, and was not, there?

Minutes of the
Did I ask if anyone wanted to change anything?

previous meeting
Did I prevent discussion of last meeting’s items?


Did I get clear approval of the minutes?

Matters arising
Did I get feedback on every action?


If actions were not complete, was the next stage clarified?


Was a clear deadline agreed?

Reports/For
Did I prevent unnecessary discussion?

Information
Had paper copies been received in time for circulation with agenda?

Agenda items
Were all the items appropriate for discussion?


Were clear outcomes achieved?

Any other
Did I limit this to essential items?

business

Date of next
Does everyone know when and where we next 

meeting
meet?


Did I give a deadline for agenda items?

If the answer to any of the questions above is “no”, consider how you can make improvements for the next meeting:
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