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Model Agenda 
Group Committee Meetings
[GROUP NAME]  RDA GROUP

AGENDA

GROUP COMMITTEE MEETING

to be held on the          day of         20
1
Apologies

2
Approval of Minutes of meeting held on                  20
3
Matters arising

4
Chairman’s Report

5
Treasurer’s Report

6
Secretary’s Report


6.1
General Correspondence


6.2
Communications from RDA National

7
Group Instructor’s Report **

8
(specific issues)

9
(specific issues)

10
Any Other Business
Note **

If Group Instructor is paid, he/she cannot be a Trustee/Committee Member – however in such a case, there is nothing to prevent a Group Instructor attending the meeting and giving a report and contributing generally to the Meeting – in the Minutes of the meeting he/she should be shown as being “in attendance”.
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