
MONASH UNIVERSITY
(Name of Committee)
Meeting (number) of the (Name of Committee) will be held at (date, time and venue – include campus)
	
	(Your name)
Secretary

(Date)


AGENDA

Members having a direct commercial or financial interest in any item before this meeting must declare that interest to the Chair via the Secretary prior to consideration of the item, and must not take part in a vote on any matter concerning it.
*

PART A
1 PROCEDURAL MATTERS

1.1 Apologies
1.2 Special Leave

1.3 Starring of Items

1.4 Approval of Non-Starred Items

The Chair will move that all items on the agenda not starred be adopted without discussion, and the action recommended be taken or the information therein noted.
C

1.5 Confidential Items

1.6  Admission of Observers

Authorised observers (if any) will be admitted to the meeting following confidential items.

2 Confirmation of Minutes of Previous Meeting

2.1 Minutes of Meeting No (insert number)
The Minutes of Meeting No (insert number) held on (insert date) have been circulated OR are attached.

Recommendation 
That the Committee confirm the Minutes of Meeting No. (insert number) held on (insert date).
*

PART B
STARRED ITEMS

3 (Item)
Brief summary of item. Speaker details should also be included. 
Recommendation 

That the Committee (insert detail)

4 (Item)
Brief summary of item. Speaker details should also be included. 

Recommendation 

That the Committee (insert detail)

PART C 
ITEMS FOR APPROVAL OR INFORMATION

5 (Item)

Use this header for items which do not require discussion e.g. unstarred). 
6 Report of (this type of agenda heading will often be used when there is a sub-committee or group reporting to your committee)
6.1 Receipt of Report

Recommendation 
That the Committee receive and note the Report of (insert detail)
6.2 (Item for approval, not requiring discussion i.e. not starred)
This will often be used when there is a recommendation arising from the sub-committee etc. meeting, which is of a routine nature. 
Recommendation
That the Committee approve (whatever it is has been recommended in the Report – papers relating to this item should be included).
6.3 Receipt of Proceedings (this header is not always used)
Recommendation
That the committee note the proceedings of (Insert details of the meeting to which the Report relates)
7 Other Business

7.1 (Item)
If you have advance notice of item/s of other business, they should be recorded here. Use a separate header for each item. 
Recommendation
That the Committee (insert recommendation).
8 Next Meeting

The next meeting of (name of your Committee) is scheduled to be held at (date, time venue – include campus)






Monash University Council Agenda Meeting .....
v

