Committee Meeting Checklist 
DATE

	[bookmark: _GoBack]1.
	6 weeks before meeting – Call for Agenda Papers
Request agenda papers from relevant stakeholders; attach a draft agenda showing who is responsible for certain items 
· Refer to the 2016 Meeting Plan.
· Include any foreshadowed items. 
	

	2.
	4 weeks before meeting – Notice of meeting
Issue Notice of Meeting to attendees and contributors
	

	3.
	3 weeks before meeting – Reminder issued – if applicable.
	

	4.
	2 weeks before meeting.- Deadline for papers and preparation of Agenda 
	

	4.1
	Ensure there is a quorum (ie. Half the number of members) for the meeting.
	

	5.
	7 days at least before meeting  - Issue AgendaPapers
· Electronic copies to all members or deliver hard copy papers (courier?)
· Prepare Briefing Note to Chair 
	

	5.1.
	Issue Parking Permits to any external presenters/visitors 
	

	5.2.
	Order catering 
	

	5.3.
	Request security and room access  (if out-of-hours)
	

	5.4.
	Ensure audio-visual/ videoconferences/ teleconferences etc arrangements are in place
	

	5.5
	Request and or confirm arrangements for audiovisual presentations from presenter(s) (ie will you load them onto a laptop or will the presenters bring them etc)
	

	5.6
	Minutes from previous meeting to be printed ready for the Chair to sign 
	

	6.
	On the day of the meeting:
· Arrive early to make sure the room is ready;
· Set up computer etc for presentations;
· Make sure catering is where it should be (and that you have their phone number handy!);
· Position yourself near to the Chair but where you have the best vantage point.
	

	7.
	After the meeting (ideally within 7 days)
· Prepare draft minutes and pass to relevant people for perusal (if required).  
· Then forward to the Chair for clearance.
· Once cleared, final draft minutes to members.
	

	7.1
	Undertake any follow-up activities required AND/OR
Advise responsible persons of their agreed actions (even if they were at the meeting, a reminder or summary of what has been agreed is helpful)
	

	8.
	For meetings which report to Council or another Board/Committee:
Prepare Chair’s Report and/or other papers 
	




	9.
	TRIM (HPRM): Make sure you have appropriately filed:
	

	
	· Notice of Meeting
	

	
	· Agenda & individual documents
	

	
	· Confirmed & Signed Minutes from previous meeting
	

	
	· Settled draft minutes of meeting & Chair’s Report
	



Janet Bartolomei		April 2016
