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What is a Management Committee? 
 

A committee is a group of people who take on the responsibility of 
managing a community group, voluntary organisation, charity, trust or 
social enterprise. This is a community organisation of local members. Its 
governing body, the group of people which runs its affairs, is commonly 

referred to the management committee.  
 

Since Voluntary Sector organisations, as we would class all of the above, have a range 
of different legal structures (e.g. Registered Charities, Companies Limited by Guarantee, 
Unincorporated Organisations).  
 

Most community groups have a constitution (or set of rules). A section of this defines the 
management committee, including its size and how often it should meet.  
Committees can be described in different ways as follows:  

• Board of Trustees (Registered Charity)  

• Board of Directors (Company Limited by Guarantee)  
• Committee / Management Committee (Unincorporated Organisation)  

 

Whatever structure an organisation or group has, all committees have certain 
responsibilities in common. It is these common responsibilities we will outline in this 
guide.  
The committee’s job is to ensure that the group:  

• Does what was set up to do  

• Has enough money and does not get into debt  

• Is run well  
 

There are responsibilities of the management committee of a community group, but 
have additional legal obligations. For more information on forms of community 
organisations.  
 

See info on “Legal structures for community and voluntary groups.”  
 

 What are the Responsibilities of the Committee?  
In carrying out its job, the committee must take account of good 
practice and the law. In this section, we have broken these 
responsibilities down into 4 areas:  
 

A. The general responsibilities of the management committee of every group.  
 

These two sections apply to very small and informal groups, as well as to larger groups.  
1. Running the group and meetings  
2. Keeping the group on track  

 

B. Financial and organisational matters.  
parts 3-6 are most relevant to larger groups and groups which apply for grants 
(although even very small groups need to keep proper accounts).  

3. Finances  
4. Fundraising  
5. General organisation  
6. Legal liability  

 

C. Tips for organising activities…  
… such as fetes, fun-days, sports events for children or a social club for people 
with learning difficulties.  

7. Organising events and activities (including fundraising events)  
8. Members of the group and people you work with  

 

D. Responsibility for people and premises.  
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These sections are relevant if you employ someone or have a volunteer doing a regular 
job or you manage premises.  

9. Enrolment and volunteers  
10. Premises  

 

Within many of the sections, we suggest ways of organising your affairs to help you 
keep on top of things and carry out your responsibilities.  
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 1. Running the group and meetings  
Arrange regular committee meetings and general meetings of the group.  

 See our information on The Agenda.  
 See our information sheets chairing a meeting,  
 and see information on The Secretary’s job  

 

Organise the Annual General Meeting, including elections to the committee.  
 See our information on AGM Checklist  

 

Take minutes, recording decisions and tasks clearly and accurately.  
 See information on Taking Minutes.  

 

If you have a constitution, it will set out things such as to how often your meetings should 
take place or who is entitled to attend. Although the group can run successfully without a 
constitution, it is most advisable for every group to have some written rules and 
procedures as well as aims and objectives of the group. These rules can be very basic, 
but the group will run more smoothly if everyone is clear about the aims of the group, how 
it works, and who does what.  
Brief new committee members.  
 

Many newcomers are thrown in at the deep end and given no idea of how the group 
works or what its aims and objectives are. It is not uncommon to find individual committee 
members who are unaware that they are part of a management committee with responsibilities.  
 

2. Keeping the organisation on track  
Review the group’s activities – are you doing what the organisation is set 
up to do?  
Use your money well.  
 

Ideally, everything which the organisation decides to do will help it achieve 
its aims. However, it is easy to get side tracked. For example, raising money may 
become your main activity rather than the means to an end. It is a good idea for the 
committee to have a regular look at what the organisation is doing and assess whether 
it is achieving its aims.  
 

If you are a larger organisation, it may be useful to have a systematic way of collecting 
information on your activities – it will make it easier to assess whether the organisation 
is on track. You will certainly need to have reliable information if you have to report to a 
funder on how you have used your grant.  

 See information on ‘Monitoring and evaluation’  
 

 3. Finances  
Every committee member is responsible for making sure that the 
organisations accounts for its money properly. It’s not just the 
responsibility of the Treasurer even though they deal with the money day-
to-day.  

 

If lots of people are handling money or the organisation takes in regular amounts of 
cash, it is a good idea to write some basic financial rules to ensure that everybody does 
the same thing and that the money is properly looked after.  
 

 Keep proper financial records  
 If you have grants, make sure that you spend the money as you said you would 

in the grant application  
 Prepare financial reports for each committee meeting  
 Prepare end-of-year accounts, and have them examined if required by the 

constitution or charity law  
 

 See information on Managing Money on taking care of your organisation’s 
money, keeping good accounts and agreeing financial rules.  
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 4. Fundraising  
Work out a basic budget and decide how you will raise the money.  
 
Raising the money!  
There is a lot of useful information on raising money.  
Fundraising is not separate from the group’s activities. You need to have 
a clear idea of what your group will do in the coming year in order to work 

out how much you need and to describe the work in an application. So, try to involve 
everyone on the committee or in the whole group in planning and fundraising. More help 
with this can be found on the information on Fundraising Strategy.  
 

5. General organisation  
Insurance policies  
 Some insurances, such as employers’ liability insurance if you have 
staff, are a legal requirement. Depending on your group’s activities 
other insurances may be a good idea, some required by your landlord 

or funder. There are many brokers which specialise in arranging insurance for charities 
and other community organisations. See information on Public Liability and this list of 
insurance companies with policies for community groups and events.  
 

Equal Opportunities/Equality  
 You should look at ways of trying to ensure that your group is open 
and welcoming to everyone in the community who wants to get 
involved. It may help to write a policy for the organisation, but the 
important thing is what you do. If you are applying for grants, most 
funders will ask you to show that you are concerned about equal 

opportunities and many will ask you for a written policy.  
 See information on Writing an equal opportunities policy  

 

Register with the Charity Commission:  
 Your group may have charitable aims and you may need to register 
as a charity. See our information sheet Charity Registration: is your 
group a charity, and should it register?  

 If you are a charity, check whether you need to prepare a 
Trustees Report & Annual Accounts for the Charity Commission. 
See information on Charity Reports and Accounts  

 

6. Legal liability  

 Take legal or other advice when in doubt  
  Consider the pros and cons of indemnity insurance.  

 
 

Committee members can be held personally liable if the organisation gets into debt or 
has other legal problems. If there is no management committee, then every member of 
the group is liable. However, it is rare for individuals to face action and there should be 
no problems so long as the committee does everything it can to run the organisation 
responsibly.  
 

It is possible to take out indemnity insurance to cover committee members if action is 
taken against them individually. However, this insurance will not be valid if the committee 
fails to run the organisation properly and responsibly so this type of insurance may not 
be good value for money.  
 

If you are registered charity, the law sets out what can and cannot be covered by 
indemnity insurance. Older constitutions may prohibit the use of such insurance; in this 
case there will be a need to get permission from the Charity Commission if you want to 
take out an indemnity insurance policy.  
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7. Organising events and activities (including fundraising 
events)  

 Check the regulations on areas such as public entertainment, 
raffles, crèches and childcare, or food and drink  

 Apply well in advance for any necessary licences.  
➢ See info on Event Planning checklist and Licensing and 

Regulations  
 Look carefully at safety (carry out a risk assessment) and first aid.  

➢ See links to organisations provide help with risk assessments.  
 Guidance on Health and Safety and Risk Assessments.  

➢ See Health and Safety and Insurance section for details.  
 Consider insurance for accidents or cancellation of the event.  

➢ See our information on Public Liability  
➢ For more help with planning events, use the information on Organising events 

and activities.  
 

8. Members of the group and people you work with  
 Treat people equally.  
 

You have legal obligations towards the people who you provide 
services to or work with, and to members of your organisation.  
The Equality Act 2010 replaces all the existing equality legislation, 

including the Disability Discrimination Act and the Race Relations Act. It covers equality 
of age, disability, gender reassignment, marriage and civil partnership, race, religion or 
belief, sex, and sexual orientation, as well as pregnancy and maternity.  
 

Children under 18 or vulnerable adults who are involved in the organisation’s activities, 
may be required by law to a need of carrying out DBS checks on staff or volunteers. 
Groups concerned include play schemes, after school clubs, sports activities for 
children, social clubs for adults with learning disabilities or advocacy projects.  
 

See information on the Disclosure and Barring Service.  
 

9. Enrolment and volunteers  
 If you enrol one or more persons, your organisations has a number of 
legal obligations:  

 Grievance and disciplinary procedures.  
 Another local group may be able to help with Terms & Conditions 

and procedures, but you will of course have to rewrite them to suit 
your circumstances.  

 Equality Act 2010  
 Health & Safety at Work Act  

➢ See Premises section for details of help on health & safety  
 PAYE Tax and national insurance  
 HM Revenue and Customs gives information and advice.  

 

In addition to your legal responsibilities, you will have to make arrangements to manage 
and supervise staff and volunteers. It is also good practice to have a written agreement 
with each volunteer setting out their terms and conditions.  

 Volunteers’ agreements  
 Co-ordinating and training staff and volunteers  

➢ Have a “Good Practice Guide” on working with volunteers.  
➢ See also the “Further Reading” section.  
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10. Premises  
 If you own or lease/rent premises you will need to consider a 
range of issues:  
 Health & Safety legislation  

 Fire safety  
 Public health and hygiene  
 Contact the Health & Safety Licensing Team,  
 Lease or tenancy agreements  
 Security of premises and contents  
 Maintenance and general repairs  
 Access for disabled people  
 Equality and Human Rights Commission  
 Advice on equal treatment and rights. Helpline 0808 800 0082 

https://www.equalityhumanrights.com/en/advice-and-guidance  
 

Make sure that it is clear whether the premises manager or your organisation is 
responsible for things such as security, maintenance and access. If you rent part of a 
building, check whether you are responsible for full maintenance of the rooms which 
you rent. If in doubt, get legal advice on this and any other aspect of a lease.  
 Letting and booking arrangements If you hire out rooms for meetings or other 

events, make sure you have good booking arrangements and ‘agreement forms’ 
to make the conditions of room hire clear to the hirer.  

 

Who sits on the Management Committee?  
The committee is drawn from members of the group and is elected by 
them, usually at an annual general meeting (AGM).  
Groups often have officers, such as:  

★ Chair  

★ Secretary  

★ Treasurer  

★ Up to 6 Committee Members  
 

They form part of the management committee. They may be elected by the full 
membership at the AGM or by the committee at its first meeting, according to the 
constitution. Although the officers carry out particular jobs in the group, they have no 
more legal or financial responsibilities than other committee members.  
 

The committee may also invite other people to serve on the committee (known as co-
opting). They may be members of the group but can come from outside, and are generally 
co-opted because they have particular skills or knowledge.  
 

A very small group may meet informally and have no elected committee. Many groups 
with modest aims and activities run very successfully like this. In this instance, the entire 
group is the ‘management committee’ and everyone is responsible for the group’s affairs.  
 

What do individual members do?  
Although every committee member shares responsibility, this does not mean that each 
member has to do everything. The job of members is to ensure that someone does 
each task and reports back to the committee. The tasks may be done by committee 
members, members of the group or people from outside. The most important thing is 
that the committee should work together and take joint responsibility. 
 

How do committees work?  
Committees are normally made up of between 4 and twelve people, and should meet 
regularly to make decisions about the direction of the organisation or group. It is possible 
to have more than twelve people in the committee, but the more people you have on the 
round table, the more difficult it can become to reach agreement on decisions.  
 

https://www.equalityhumanrights.com/en/advice-and-guidance
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The committee is responsible for making sure that the organisation sticks to its aims and 
objectives as detailed in the Constitution. As committees have overall responsibility for 
the management of an organisation’s affairs, committee members can face personal 
liability should things go wrong.  
 

That is why it is important to meet regularly and make sure that the correct information 
comes to meetings so that the committee members make informed decisions.  
To summarise then, being on a committee involves:  

߷ Having a shared sense of purpose (following aims and objectives)  

߷ Providing direction and leadership  

߷ Taking collective responsibility  

߷ Dealing with compliance issues (e.g. Registered Charities must follow Charity 
Law requirements)  

߷ Being accountable to stakeholders (members, funders, service users, the wider 
community)  

 

For new organisations and groups, this can seem like a daunting list! However, being a 
committee member can add lots of additional skills and experience to your CV, as well 
as strengthening skills you already have. This is the case whether you are involved with 
a very small, volunteer-only group such as a local gala committee or if you are on the 
Board of a large service-providing charity employing staff and managing premises – you 
may gain/strengthen experience and skills in a range of areas including:  

 Project management  

 Budget/Financial management  

 Fundraising  

 Negotiation  

 Communication  

 Employment Law  

 Organising Events  

 Committee Engagement  

 Advocacy and Networking  
 

All committees need people with a mixture of skills to be able to meet their responsibilities. 
Many people choose to get involved because they want to give something back to their 
community or support a good cause as well as recognising that committee work can bring 
benefits to the individual.  
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COMMITTEE MEMBERS 
AND THEIR ROLES AND RESPONSIBILITIES 

 
Chairman  
Chairing a meeting  
 
This information looks at what chairing a meeting involves, and how to do it. 
There are some useful tips and advice to help improve and develop your chairing 

skills.  
 
 
 

What makes a good Chair?  
A good Chair helps the meeting to run smoothly and efficiently.  
They will make sure that:  

★ all the business is discussed  

★ everyone’s views are heard  

★ clear decisions are reached  

★ the meeting starts and finishes on time.  
 

A good chair will also:  

★ always be thinking about the meeting overall, not just the topic under discussion. 
This can make it more difficult for you to participate in the discussions.  

★ always aim to draw a balance between hearing everyone’s views and getting 
through the business.  

★ never use their position as chair as an opportunity to put forward their views to 
the exclusion of others, or to dominate the meeting.  

 

No one can do this without the co-operation and agreement of the whole meeting – the 
chair person is not a miracle worker!  
 

Everyone can learn how to chair well, it just takes a bit of thought and practice. You will 
get more confident with experience. Try watching how other people chair meetings, and 
seeing what works and what doesn’t.  
 

Do you need a Chairperson?  
Some groups don’t have a formal role of Chair, or a named Chairperson. However, 
even very small or informal meetings need some direction and organisation.  
 

You could decide to rotate this role. This has the advantage that it spreads the 
responsibility and gives everyone a chance to be involved with the running of the group.  
 

A potential disadvantage of rotating the Chair is that no one takes responsibility for the 
role, or that the same person always ends up chairing without a proper agreement 
about this.  
 

If you do decide to have a rotating Chair, work out collectively what is expected of them 
and agree from the end of each meeting who will Chair the next one. This gives them the 
opportunity to think about the meeting and their role in it.  
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Before the meeting  
To Chair a meeting well, you need to think about the meeting before you arrive at it.  
Ask yourself the following questions in advance of the meeting:  

 Why are you having the meeting?  

 What end result do you want from it?  

 What will you discuss at it?  

 Do you want speakers?  

 Do you need to get more information to inform the discussion?  

 Do you want to ask someone to prepare an introduction?  

 Do you want to distribute any information in advance of the meeting?  
 

It isn’t the Chair’s job to figure all this out on their own. Work together with the Secretary 
*** and other Committee members ***. Find out what people want to discuss, and think 
about how you can raise issues in a clear and informed way. 
 

At the start of the meeting  
You want everyone at the meeting to feel comfortable about speaking and putting their 
point of view. For a meeting to work well, everyone needs to feel welcome, included 
and informed.  
Here are a few tips:  

 Organise someone to welcome people as they arrive. Never let a new person sit 
ignored while everyone else chats.  

 Make sure everyone has the agenda and any papers – put them on chairs, or 
give them to people at the door.  

 Introduce yourself and other speakers at the start of the meeting.  

 If it is a small meeting, ask everyone to introduce themselves. Sometimes it 
works well to get people to say a bit more about themselves as part of the 
introductions.  

 Tell people what the meeting is about. Don’t assume everyone knows as much 
as you do.  

 

How will your meeting be run?  
Every Chair needs some guidelines about how the group wants their meetings to be 
run. It helps to set out some simple rules – these must be ones everyone accepts and is 
prepared to work with, or they’ll be useless. 
  

Once you’ve got some rules agreed, it is much easier to chair the meeting, and people 
are less likely to take it personally when you ask them not to interrupt, or stop them 
from wandering off the topic.  
 

You need to work out the rules that suit your group, but here are some that are 
commonly used:  
Examples of meeting rules  
❖ Ask people to speak ‘through the chair’. This means putting your hand up if you 

want to speak, and waiting for the chair to say it’s your turn.  

❖ Don’t interrupt other people.  

❖ Stick to the item on the agenda.  

❖ Don’t talk amongst yourselves.  

❖ Respect other people’s views – don’t groan or pull faces when someone else is 
speaking. Wait until they’ve finished and then put your point of view calmly and 
politely.  

❖ Keep contributions short and to the point.  

❖ Start and finish the meeting on time.  
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Remember….  
❖ You will need to remind people of the meeting rules at each meeting. There may 

be new people there, and even regular attendees will forget.  

❖ A group can take a while to get used to the meeting rules you’ve agreed. If it 
doesn’t work perfectly first time, keep on trying.  

 

Chairing the meeting  
The key tasks of the Chair during the meeting are:  
1. Getting through the business on time  

2. Involving everyone  

3. Reaching decisions  

4. Dealing with difficult people  
 
Here are some tips on each of these areas:  
 

1. Getting through the business  
It’s very frustrating for everyone if a meeting doesn’t deal with the business it needs to, or if it 
drags on for hours. People leave feeling demoralised and irritated – and quite possibly won’t 
come back.  
Here are a few tips:  

 Have a clear agenda with rough timings  

 Briefly introduce each agenda item (or get someone else to).  

 Never assume people know what you’re talking about. Take time to go over the issues 
and explain why you are discussing them.  

 Always keep an eye on the time, and move items on if necessary. Make sure you’ve got 
a watch, or can see a clock.  

 Stick to the agenda item under discussion. If people try to raise other issues, 
acknowledge them, but don’t get drawn in, eg “That’s an important point which we can 
come back to later….”  

 Stop private conversations and asides as soon as they start.  

 Tell the meeting what decisions you are making and why – eg ‘I’m going to give this 
discussion another 5 minutes and then draw it to a close’  

 

Remember:  
 Don’t use your position as an opportunity to impose your views. You are there to 

facilitate the meeting, not dominate it.  

 Keep an overview – remember your role as Chair.  

 Listen to other people.  

 Make sure all viewpoints get heard – including those you disagree with.  

 Don’t be under-assertive. You’ve been given a role, and people will be looking to you. 
Don’t be afraid of speaking out.  
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2. Involving everyone  
Have you ever been at a meeting where no one spoke out against a particular proposal, 
but you discover afterwards that lots of people didn’t agree with it? This happens far too 
often, and means there will only be half-hearted support for the group’s decisions.  
 

You want to hear everyone’s views, and make sure everyone is included and involved 
in the meeting.  
There are two sides to this: 

 Restraining those who are over keen on the sound of their own voice.  

 Encouraging those who are quiet, nervous, or new to meetings.  
 

Ideally, you want an atmosphere where there can be genuine debate and discussion. 
People should be able to disagree with each other and listen to different opinions in a 
way that is constructive and moves everyone on.  
 

This takes time to develop, and requires the involvement of the whole group, but there 
are things the Chair can do to help: 
 

Some tips on involving people:  
 If lots of people want to speak, keep a list of whose turn it is to speak next to 

remind you. Make sure people know you have noticed that they want to speak.  

 Stop people from talking for too long. Be firm and consistent but not aggressive. 
If someone is going on endlessly, interrupt them and say something like “thank 
you for your contribution, you’ve raised some interesting points. I’m going to stop 
you there for the moment so other people can comment on this issue”  

 Give preference to people who haven’t spoken before. Say something like “I 
know you’ve got your hand up, John, but I’m going to take Mary first as she 
hasn’t spoken yet.”  

 Give opportunities to everyone to put their point of view. Ask questions to draw 
people out, for instance “Does anyone else have any thoughts on this issue?” or 
“ Is there anyone who hasn’t spoken yet who would like to say something?”  

 Try going round everyone in turn to get their views on a topic – this only works in 
a small meeting.  

 Stop people from interrupting. Step in immediately with, “Hold on, let x finish 
what they have to say”. Make sure you don’t forget to come back to the person 
who interrupted when it’s their turn.  

 Make sure you don’t ignore people who have their hands up in favour of those 
who are interrupting.  

 Listen carefully to what people are saying, and make sure their suggestions and 
considered by the meeting.  

 Make sure people expressing unpopular or minority views get heard properly and 
aren’t intimidated out of saying what they think.  
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3. Reaching decisions  
It’s easy for discussions to wander around and then drift away without any decision or 
action agreed. Or discussions get bogged down, with no one taking responsibility for 
finding a way through.  
 

The Chair needs to keep an overview, and help the meeting to reach decisions. Don’t 
worry if you can’t do this straight away – it’s one of the most difficult bits of chairing, and 
it takes confidence and practise to do well.  
A few tips:  

 Listen carefully to the discussion and jot down key points.  

 At the start of a discussion, remind people what the issue is, and what decisions 
need to be made.  

 See if you can pull together the points people are making and suggest a 
constructive way forward. For instance, you might begin ‘It seems we agree 
that….”  

 If there are two or three different points of view, try to summarise each one and 
present them clearly to the meeting.  

 Before you move on to the next item, go over what’s been agreed. This is a way 
of checking you did all agree the same thing, and helps the minute-taker to get a 
clear record.  

 Before you move on, check that you’ve decided who will do whatever it is you’ve 
agreed on. If you don’t, either nothing will happen, or the person who always does 
everything will end up with yet another task.  

 Don’t assume silence means agreement. Make sure people have been able to say 
what they think.  

 
4. Dealing with difficult people  
The Chair can have to deal with ‘difficult’ people – the non-stop talker, or the know-alls, 
or those with a specific bee in their bonnet. There are no easy answers, but the general 
way you conduct the meeting will make a difference.  
 

Here are some tips. Remember that most people at the meeting will be supporting your 
efforts.  

* Remind people of the meeting rules, and that everyone has agreed to these.  

* Be firm and consistent – don’t allow difficult people to get away with things and 
then come down hard on people you find easier.  

* When two people get into a heated discussion, summarise the points made by 
each, then move the focus away from the individuals by asking what other people 
think about the issues.  

* When someone keeps repeating the same point, assure them that their point has 
been heard, and then turn the discussion back to the group.  

* If someone is continually criticising try to turn the question round to them, for 
instance “what suggestions do you have for how this could be improved?” or “what 
would you do in this situation?”  

* On rare occasions, you may have to deal with someone who is constantly 
disruptive in a meeting, and won’t listen to any of your helpful suggestions. If this 
happens, try asking the group for support – e.g. ‘do people want to spend more 
time on this discussion or move on to the next topic?’ This will make it clear to the 
person involved that everyone, not just the chair person, wants to move on.  
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How did the meeting go?  
It is always useful to get feed-back on how the meeting went.  
One way of doing this is to ask people at the meeting what they thought of it. You can do 
this at the end of the meeting. Just go round everyone in turn, asking them how they 
thought it went. You will get some useful feedback, and it makes everyone feel involved. 
This tends to work best with a small group that meets regularly, but can also be useful in 
other situations.  
 

If it is a big public meeting, you might want to have comment or suggestion forms for 
people to fill out at the end of the meeting. 
 

After the meeting  
 Allow time after the meeting has finished to talk to new people, or follow up suggestions 

and contributions people made.  

 Talk to your committee members about how the meeting went.  

 Start thinking about the next meeting!  
 

Vice Chairman  
The Vice Chairman supports the Chairperson and has the same role and responsibilities as the 
Chairperson. If the Chairperson (for whatever reason) is unavailable to Chair his/her 
responsibilities at any one time then the Vice Chairperson takes on those roles and 
responsibilities.  
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Secretary’s Role 
 

The Secretary’s Role is a very demanding job. They usually help to make the 
organisation run as smoothly as possible.  
 

Usually the keeper of the constitution in case any issues arise.  
In small, volunteer-only groups, the Secretary’s role is often crucial as he/she will 
probably have to deal with most of the paperwork. For nearly all organisations, the 
Secretary also has specific duties in relation to notifying members about Annual 
General Meetings. (See Annual General Meetings Leaflet)  
 

Therefore, the Secretary is responsible for keeping people informed about the organisation’s 
activities. Their main job is taking minutes of meetings.  
 

This information sheet looks at the main jobs a Secretary usually does.  
Below is further information about the following:  

★ What does the Secretary do?  

★ Writing the Agenda  

★ Taking Minutes  

★ Tips on being a good secretary  
 

What does the Secretary do?  
The exact work of the Secretary will vary from organisation to organisation. It is worth 
having a discussion in your group to agree what the responsibilities of all the Management 
Committee members should be.  
This list can be used as a guide to the Secretary’s main responsibilities are:  

 Arranges, facilitates, and supports meetings  

 Makes arrangements for the venue for the meeting  

 Helping to prepare agendas for meetings with the Chairperson.  

 Sends out the Agenda, previous minutes and other papers prior to the meeting  

 Letting people know when and where the next meeting is and what it is about.  

 Brings spare copies of the paperwork for the meetings  

 Taking Minutes from the meetings  

 Writes and types up the minutes from the meeting (Chair needs to agree them!)  

 Keeps a secure copy of the of all meetings and reports on file (password 
protected/on memory stick or secure in a filing cabinet)  

 Keeps copies of correspondence on file  

 Writing and receiving letters on behalf of the group.  

 Reminds members what they have agreed to do  

 Supporting the administration of the organisation  

 Keeping members informed of what correspondence has been sent out and 
received.  

 Keeping a record of membership.  

 Keeping a record of important phone numbers.  

 Facilitate the organisation with the Chair or Vice Chair  
 

If there is a lot of work involved, a ‘Minutes Secretary’ can be appointed to take notes at 
the meeting and produce the minutes. This can be another member of the committee or 
someone who is not on the committee but is happy to do the minutes.  
 

How you organise this work is up to your group to decide. You may want to divide the 
jobs up amongst a number of people. You could have a minute’s secretary, a 
correspondence secretary, a membership secretary.  
 

Or you may want to have a Secretary and Chairperson who work closely together, and 
share some of these tasks.  
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It just depends on the size of your group, the amount of time people has available, the 
skills people have, and what people like doing.  
 

Tips on being a good secretary  
Organisation  

 File things! This is very important – you need to be able to find papers and reports 
quickly and easily. Get a stack of cheap cardboard folders and label them. Have a 
separate file for every important issue.  

 File things quickly. Don’t let huge mounds of papers you haven’t looked at build up. If 
you sort them out regularly it is a small and manageable job.  

 Have a ‘to do’ list or notebook. It helps to have everything you need to do written down 
in one place. Don’t rely on your memory.  

 Get a book to record correspondence the group receives.  

 Get a diary to record dates of future meetings.  
 

Share information  

* Make sure information that comes to you gets passed on, or publicised more 
widely. Often things for a group are sent to the Secretary and never get any 
further.  

* Work closely with other Committee members, particularly the Chair.  
 

Don’t take on everything  
➢ A common complaint from Secretaries is that they end up doing everything. Be 

clear with your Committee about what tasks you will do.  

➢ If you start to feel overburdened, talk about it with your Committee, and see if 
jobs can be shared out more.  
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 How to Draw up the Agenda 
 

An agenda is simply a list of the things you want to discuss in your meeting. 
This is drawn up by the Secretary and agreed by the Chair. This is usually 
sent out with the minutes of the last meeting and any other papers in good 
time for the next meeting. Usually at least a week before.  

 

As well as helping you plan, it is a useful way of making sure you cover everything you 
need to at the meeting.  
 

A clear agenda, with timings, really helps when you are chairing.  
 

Timing is important to the success of the meeting. Disorganised and unexpectedly long 
meetings can demoralise people. Productive meetings of 2 hours or less can be an 
experience which builds morale, and strengthens your organisation.  
 

AVOID GIVING PEOPLE AN AGENDA AT THE MEETING-This is not practice and does 
not allow people to prepare for any discussions that may take place.  
 

How to write an Agenda  
Quick and easy guide to preparing an agenda  
An agenda is simply a list of the things you want to discuss in your meeting.  
It is useful because:  

 It helps you plan the meeting.  

 It helps you to get through the business of the meeting efficiently.  

 It helps people at the meeting follow what is going on.  

 It gives people the opportunity to think about the meeting in advance.  
 

It is formally the Chair’s job to prepare the agenda. However, in a lot of groups the 
Secretary and the Chair work together to produce the agenda. This can make life a lot 
easier.  
 

Some very small and informal groups simply work out the agenda together at the start 
of the meeting. This is fine if you don’t need a lot of structure or advance planning for 
the meeting.  
 

Items for your agenda  
 The bulk of your agenda will simply be the items you need to discuss. Make each 

important matter a separate item.  

 Look through the minutes of your last meeting. Are there any things to report 
back on? Are there items that need to be discussed again? Put each issue down 
as a separate item.  

 Have you received any information – for example about meetings or other events 
– you need to tell everyone about?  

 Some groups always include an item ‘minutes of the last meeting’. The purpose 
of this is to agree that the minutes of the last meeting are accurate and reflect 
what happened. If your group is very small and informal you may decide you 
don’t need to do this.  

 Some groups have ‘standing items’ on their agendas. These are items that are 
always on the agenda at every meeting. They are usually reports from officers 
such as the Treasurer, or reports from sub-groups.  

 ‘Any Other Business’ is a regular item at the end of most agendas. It allows 
people to raise issues that aren’t already on the agenda.  

 Try to avoid ‘Any Other Business’ taking up the majority of the meeting. If you 
can, it’s better to find out beforehand what people want on the agenda. This 
allows you to organise the meeting more efficiently.  
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How long will each item take?  
❖ It is useful for the Chair and Secretary to look at the agenda before the meeting, 

and work out how long they think each item is going to take. This can really help 
with the chairing and general smooth running of the meeting.  

❖ Try to make sure the important discussions get all the time they need, and the 
minor issues don’t expand to take over the whole meeting.  

❖ It’s hard to estimate exact times, but you can get a rough idea. For example, if 
you have 6 items to discuss in an hour’s meeting you could give each item 10 
minutes, or one important item 35 minutes and the rest 5 minutes each.  

❖ If this looks impossible you need to have fewer items on the agenda, or a longer 
meeting!  

 

What order do items go in?  
 It is general practice to put the short, easy to deal with items at the start of the 

agenda. You get them out of the way quickly, and can concentrate on the 
important issues.  

 There are no hard and fast rules about this. It depends on what you think will 
work best at any particular meeting.  

 

What should be on the Agenda?  
At the top:  

 Name of the Organisation  

 Where and when the meeting will take place  
 

Then items which are to appear (Most agencies begin with):  
✓ Apologies  

✓ Minutes of the Last Meeting  

✓ Matters Arising  

✓ Item 1  

✓ Item 2  

✓ Any other business  

✓ Date of next meeting  
 

Then any items for discussion – begin with the most important.  
There is usually a Treasure’s Report, and if there are paid staff, then a report from the 
senior member on operations in the scheme.  
The second to last item on the agenda is “Any Other Business” followed by “Date and 
Time of Next Meeting”. 
 

Apologies  
Simply those members who cannot attend the meeting and have notified the 
Chair/Secretary or any other member. If a member does not attend and has not informed 
anyone, they are not entered under the Apologies.  
 

Minutes of the Last Meeting  
Members read the minutes and agree them as a true record, or make any amendments 
to them in the current minutes. 
  

Minutes Arising  
These are items on the previous minutes which require further discussion or an update 
on progress. Usually the Chair/Secretary expect a lot of discussion from an item, it will 
be put on the agenda as a separate item. It is easy to get so involved with Matters Arising, 
that they can take far too much time and become a re-run of the previous meeting-should 
be restricted to reports on progress and any other action.  
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Any Other Business  
The Chair should be informed if possible of any important items so they can be included 
on the agenda. AOB is not a forum for introducing important issues just as everyone is 
looking forward to the end of the meeting! A good Chair will make the issue an agenda 
item at the next meeting. A long time spent on AOB annoys people! 
 

Who decides what’s on the agenda?  
Often agenda items are just decided by the Chair and the Secretary. However, if you can 
it is useful to find ways of giving your members the opportunity to contribute. Some ways 
of doing this are:  
 Put up a suggestion sheet on a notice board.  

 At the meeting, ask for items for the next meeting.  

 When you send out the notice of the meeting, ask for suggestions for the 
agenda. Remember to put a contact address and the date you need them by.  

 

When do you prepare the agenda?  
 The crucial thing is to think about the agenda in advance. It’s a tool to help you 

plan the meeting.  

 The agenda for a large public meeting will need careful advance planning and 
thought, while a small committee meeting can be prepared the day before.  

 If you are having speakers at the meeting, or need background papers or 
information, remember to prepare the agenda enough in advance to give 
yourself time to organise these.  

 Think about whether you want to mail the agenda out in advance, or give it to 
people at the meeting.  

 

Sample Agenda  
 

LONGFIELDS PARENTS’ GROUP 
COMMITTEE MEETING, MONDAY 12 JULY 2000, 7PM AT LONGFIELDS 

COMMUNITY CENTRE, ROOM 3 
AGENDA  
1 Apologies  
2 Minutes of the Last Meeting  
3 Matters Arising  
4 Playgroup Report  
5 Seaside Outing – Progress Report  
6 Fundraising Report  
7 Treasure’s Report  
8 Any Other Business  
9 Date and time of next meeting  
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 Taking minutes 
 

Taking minutes is an important part of the job of the Secretary, and can be 
a bit daunting when you first start.  
Minutes are very important and must be accurate, especially when 
recording decisions that have been taken. They must be kept in a 
“Minutes Book”, (a loose-leaf folder is fine) for future reference.  

The basic tasks for the minute-taker are:  
 Taking rough notes during your meetings.  

 Writing up these notes neatly or typing them out.  

 Copying and distributing them to relevant people.  

 Keeping all minutes together in a file for future reference.  
 

Quick and easy guide to taking minutes  
Minutes are simply notes taken during the meeting to remind you what was discussed 
and agreed. They don’t need to be long or complicated, in fancy language or perfect 
grammar. They do need to record clearly and simply what decisions were made at the 
meeting and who is going to carry them out. Some sample minutes are at the end of 
this section.  
 

Minutes do not need to record every word that was said by every member! It is fine to 
say “there was a discussion about the issue of ……. and it was agreed by all members 
that……..action should be taken”. If any members want it minuted that they disagreed 
with a decision, it is up to them to say so.  
 

Why is it important to have minutes?  

 It is useful to have a written record of the meeting, what you’ve decided to do 
and who is going to do it – memories are unreliable! This is true even if the 
meeting is very small and informal.  

 Minutes keep members of the group who weren’t able to attend a meeting 
informed about what went on.  

 

What tasks are involved in taking minutes?  
The basic tasks for the minute-taker are:  

 Taking rough notes during your meetings.  

 Writing up these notes neatly or typing them out.  

 Copying and distributing them to relevant people.  

 Keeping all minutes together in a file for future reference.  
 

What should you write down?  

One of the most difficult things about taking minutes is knowing what to write down and 
what to leave out. Keep these three central points in mind:  

 Don’t try to write everything down – it’s impossible and not useful.  

 Concentrate on WHAT has been decided and WHO is going to do it. These are 
the most important things to have records of.  

 Don’t worry about producing the perfect minutes – it’s not a test or a competition.  
 

Sort out the basics  

 Make sure you have a copy of the agenda to follow. If the agenda is produced in 
advance of the meeting, read it carefully and if possible go over it with the Chair.  

 

See page 21 on for more information on producing an agenda for meetings.  
 Get a decent pad of paper and some good pens.  

 Make up an attendance sheet in advance, and pass this around for people to 
sign.  

 Have the file of past minutes with you, in case any questions come up about 
decisions from previous meetings.  
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Writing rough notes  

The rough notes you take at the meeting need to be clear enough for you to make 
sense of them when you come to write them up!  
The following things can help: -  

 Start the page with the name of your group, date and place of meeting.  

 Always put an underlined heading for each separate item.  

 Leave a few lines space between one item and the next, so you have room to 
add other points if the discussion comes back to it later in the meeting.  

 Underline or highlight decisions and who has agreed to do what.  

 Try dividing the page so you have a narrow column down one side for recording 
who has agreed to do what.  

 Remember that the minutes need to be understood by someone who wasn’t at 
the meeting, so you need to give a bit of background. For example, put ‘the 
people in Hargreave Court were disgusted by the rubbish in the street’ rather 
than ‘they all thought it was disgusting’.  

 The most important thing is to write the minutes up quickly. Don’t put the job off 
for weeks – it makes a huge difference if the meeting is still fresh in your mind.  

 

Some common problems  

There are some things that make every minute-taker’s life difficult. Here are some of the 
most common problems: -  
❖ It is difficult to know exactly what has been agreed. No one is sticking to the point 

and lots of different suggestions are being made about what to do.  

❖ The discussion jumps from one item to another before any of them are finished.  

❖ Everyone is talking at once, and you can’t follow the discussion.  

❖ There is a long, confusing discussion and you don’t know which bits are 
important to get down.  

❖ You have been very involved in a particular issue and want to say things, but 
can’t minute at the same time.  

❖ You are nervous about getting it right.  
 

Some solutions  

❖ If a meeting is well run it makes taking minutes much easier. It’s the Chair’s job 
to keep the meeting in order – but they can only do this with the co-operation of 
everyone at the meeting.  

❖ One idea is to discuss and agree together some guidelines by which you’ll run 
your meetings – for example not interrupting, putting your hand up if you want to 
talk, keeping to the agenda item under discussion.  

❖ Feel free to point out that is impossible to take minutes if everyone is talking at 
once and not following the agenda.  

❖ If it’s not clear what decision has been made, ask the Chair to clarify this.  

❖ If there is a particularly important or controversial decision it can be useful to 
check what you are writing down with the meeting. For example; ‘so the meeting 
wants it minuted that we have agreed to boycott all Council meetings until they 
meet our demands.’  

❖ If you are concentrating on taking minutes it does limit how much you can join in 
the meeting – it goes with the job. If there is an item where you have been 
centrally involved and have a lot to say, think about asking someone else to take 
minutes just for that item.  
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Some more solutions……  
❖ If there is a long discussion try to pick out the main points and just list them. For 

example; ‘There was a long discussion about rubbish collections and the 
following points were made…’  

❖ Discuss the agenda with the Chair before the meeting – the clearer you are 
about the content of the meeting, the easier it is to minute it.  

❖ Go through your minutes with the Chair after the meeting. It can be helpful to 
check through what you’ve written with someone else.  

❖ Don’t worry if your minutes aren’t perfect – this won’t really matter, and like 
everything it gets easier the more you do it.  

 

Golden Rules  
The main things to remember when you are taking minutes are:  

* Don’t try to write everything down.  

* Concentrate on writing down what has been decided and who is going to do it.  

* Give each item a separate heading.  

* Write your rough notes up soon after the meeting.  
 

There are many ways of writing minutes and it does not have to be complicated. Some 
minutes use headings only, some have numbers against them. For relatively small 
informal groups, headings only are fine. For a more structured approach, numbers 
might be preferred. Examples of both types follow: 
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 Annual General Meeting 
The agenda for your Annual General Meeting will have to include specific items such as 
elections and yearly reports. Check your constitution to see what these are.  
See the Resource Centre information sheet AGM Checklist  
 

Some other things to think about  
➢ Think about whether an item needs an introduction and if so who will do this. It 

doesn’t necessarily have to be the Chair.  
➢ Make sure you have background papers prepared in advance if an item needs 

them and distribute them to the group if necessary.  
➢ Be informative: describe each item in sufficient detail so that members come 

prepared and interested.  
➢ Make sure you have a good idea what each item is about; you may need to refer 

to past minutes or discussions.  
 

Sample agenda  
Agenda for Merrydale Tenants Association meeting Thursday 28th February 2002, 7-
9pm  
1. Apologies for absence: 7 – 7.10 (10 mins)  
2. Agree minutes of the last meeting  
3. Announcement of tenant conference: Wed March 13th at the Quality Hotel, 10 – 

4pm  
4. Announcement of Internet workshop at the Resource Centre: Mon March 4th at 

10am  
5. Treasurer’s Report: 7.10 – 7.20 (10 mins) Report on our current financial situation 

from Jan Curtis  
6. New benches & noticeboards: 7.20 – 7.30 (10 mins) Report from Chair  
7. Double glazing programme: 7.30 – 8.00 (30 mins) Report on new work from Rob 

Price, Housing Officer  
8. Vandalism in Hargreave Close: 8.00 – 8.15 (15 mins) Report from the Chair on 

problems in this area  
9. Summer Funday: 8.15 – 8.35 (20 mins) Discussion on possibility of organising a 

Funday  
10. Problems with rubbish collection: 8.35 – 8.50 (15 mins) Report from Chair on 

complaints received about rubbish collection  
11. Any Other Business: 8.50 – 9.00 (10 mins)  
12. Date of next meeting: Thursday 28th March 2002  

 

End of Sample agenda  
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Sample minutes  
Numbered:  
LONGFIELDS PARENTS GROUP  
MINUTES OF THE MEETING HELD ON MONDAY 12 JULY 2000 AT 
LONGFIELDS COMMUNITY CENTRE  
Present: Jane Clark (Chair)  
Harry Potter  
Gillian Smith  
Kelly Simpson  
John Brown  
Denise Clark  
Les Kent  
1 Apologies: Norma Davis  
Derek Ling  
Karen Miller  
 

2 Minutes of the last meeting  
The Minutes of the last meeting were agreed as a true record.  
 

3 Matters Arising  
Gillian reported on progress with the Parent and Toddlers Group. Numbers are growing 
and there may be a need to run it on two mornings a week in the future. She will 
monitor numbers and report back to the next meeting.  
 

4 Playgroup Report  
4.1 Denise said that the playgroup was now established and there was a need for 
equipment. She will contact local toy stores to see if there may be some donations.  
4.2 Les said he would contact the local press to see if they could put in an article about 
the group and ask for toys from the readers.  
Action: Denise and Les  
 

5 Seaside Outing-progress report  
Harry reported that a coach has been booked that will carry 32 passengers. To cover 
the costs, adults have to pay £5 each and the cost per child is £2.50. He will print a 
leaflet to distribute at the playgroup and toddler group  
Action: Harry  
 

6 Fundraising Report  
6.1 Kelly reported that more people needed to be involved in fundraising, as only she 
and her husband seemed to be doing any.  
6.2 Two car-boot sales had raised £148 and the name cards were bringing in £10 each, 
although this was often, as people will only spend so much on them. She would 
welcome any ideas from the rest of the committee.  
6.3 A discussion took place about ideas and the committee agreed to set up a 
fundraising sub-group to develop them and to help Kelly. Denise, Les and Jane agreed 
to be on the sub-group.  
 

7 Treasure’s Report  
Gillian reported on that to date the group made £689 in the account. There were bills 
outstanding for a total of £86 to cover room hire and refreshments for the playgroup and 
toddlers group for the last month, but the subscriptions paid by parents had totalled 
£74. With more members joining, the subscriptions would soon pay for the costs.  
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8 Any Other Business  
Jane said that she had been contacted by a neighbour, Kathy James, who was 
interested in joining the committee. Kathy has experience of childcare issues from her 
previous job and Jane felt she would be an asset to the committee. There was a 
discussion about whether to invite her to join as a co-opted member and it agreed that 
she should be invited to join the committee.  
 

9 Date and Time of Next Meeting  
Monday 14 August 2000, 7pm, Longfields Community Centre, Room 3  
 

CONFIDENTIALITY  
There may be times when discussions are confidential and members can ask for what 
they have said not to be minuted-however, this should not be on a regular basis. There 
has to be balance between allowing members to speak freely and recording the 
meeting. Discussions can simply be put into the minutes as ‘there was a discussion 
about….’, but decisions must be recorded.  
 

What goes on within the committee should be kept confidential, or members will not be 
able to speak openly. It is, not good practice to discuss what has happened in a 
meeting with your friends and neighbours! 
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Headings:  

LONGFIELDS PARENTS GROUP  
MINUTES OF THE MEETING HELD ON MONDAY 12 JULY 2000 AT 
LONGFIELDS COMMUNITY CENTRE  
Present:  
Jane Clark (Chair), Harry Potter, Gillian Smith, Kelly Simpson, John Brown, Denise 
Clark, Les Kent  
 

Apologies:  
Norma Davis, Derek Ling, Karen Miller  
 

Minutes of the last meeting  
The Minutes of the last meeting were agreed as a true record.  
 

Matters Arising  
Gillian reported on progress with the Parent and Toddlers Group. Numbers are growing 
and there may be a need to run it on two mornings a week in the future. She will 
monitor numbers and report back to the next meeting.  
 

Playgroup Report  
Denise said that the playgroup was now established and there was a need for 
equipment. She will contact local toy stores to see if there may be some donations.  
Les said he would contact the local press to see if they could put in an article about the 
group and ask for toys from the readers.  
Action: Denise and Les  
 

Seaside Outing-progress report  
Harry reported that a coach has been booked that will carry 32 passengers. To cover 
the costs, adults have to pay £5 each and the cost per child is £2.50. He will print a 
leaflet to distribute at the playgroup and toddler group  
Action: Harry  
 

Fundraising Report  
Kelly reported that more people needed to be involved in fundraising, as only she and 
her husband seemed to be doing any.  
Two car-boot sales had raised £148 and the name cards were bringing in £10 each, 
although this was often, as people will only spend so much on them. She would 
welcome any ideas from the rest of the committee.  
A discussion took place about ideas and the committee agreed to set up a fundraising 
sub-group to develop them and to help Kelly. Denise, Les and Jane agreed to be on the 
sub-group.  
 

Treasure’s Report  
Gillian reported on that to date the group made £689 in the account. There were bills 
outstanding for a total of £86 to cover room hire and refreshments for the playgroup and 
toddlers group for the last month, but the subscriptions paid by parents had totalled 
£74. With more members joining, the subscriptions would soon pay for the costs.  
 

Any Other Business  
Jane said that she had been contacted by a neighbour, Kathy James, who was 
interested in joining the committee. Kathy has experience of childcare issues from her 
previous job and Jane felt she would be an asset to the committee. There was a 
discussion about whether to invite her to join as a co-opted member and it agreed that 
she should be invited to join the committee. 
  

Date and Time of Next Meeting  
Monday 14 August 2000, 7pm, Longfields Community Centre, Room 3  
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 The Role of a Treasurer 
 

A TREASURER SHOULD BE SOMEONE WHO IS COMPETENT AT HANDLING 
FINANCES!  
This may be blindingly obvious-but well-meaning does not always mean competent. 
Being a treasurer is a responsible job and needs someone who knows about keeping 
accounts.  
 

FINANCIAL RECORDS MUST BE ACCURATE.  
Some Treasures regard spending the funds as something to be avoided. This can be a 
pain, but is probably better than a Treasurer who spends money without thinking. At 
least if it is difficult to get money out of the Treasurer, you know they are keeping an 
eye on the funds. Voluntary bodies are just as accountable for the way they spend 
their funds as any other body.  
So, what does the Treasure do?  

 Deals with the bank account(s)-To open a bank account, the committee has to 
pass a special resolution and complete a bank mandate form. This form contains 
the details of who is authorised to sign cheques. It is usually 3 or 4 people, 2 
whom will sign every cheque. It is not good practice (or sensible) for only one 
person to be authorised to sign cheques. If there is enough money, a deposit 
account should also be open for any surplus funds, which will then earn interest.  

 Keeps detailed and accurate accounts-All money paid in and out of the 
account(s) must be recorded and the state of affairs should be reported to the 
rest of the committee at their meetings. It is the Treasure’s responsibility to give 
advice to the committee which will enable it not to overspend.  

 Pays invoices and expenses-There should be an expense claims form for any 
members claiming out of pocket expenses.  

 Keeps all receipts-Receipts should be obtained for all purchases where 
possible.  

 Prepares the annual reports for an independent examination.  

 Helps the committee set up procedures for looking after the money; e.g. 
deciding what level of expenses will be paid, what for, and how it will be 
recorded.  

 Make sure that all expenditure is approved by committee-If petty cash is 
needed for small items like postage, photocopying etc, it can be passed to 
another member, providing that a record is kept, along with receipts.  

 Reporting into committee meetings  

 Making sure the organisation has the right financial policies and 
procedures in place  

 

Again, the exact duties will vary depending on whether or not the organisation employs 
staff. In addition, if an organisation is a Registered Charity or a Company (or both), it 
will have to comply with specific financial regulations which will have a bearing on the 
treasure’s role.  
 

Good management of finances is vital to the smooth running of the organisation. 
However, it is important to remember that while the Treasurer has a specific role within 
the committee in relation to money mater, the overall responsibility for financial 
management lies within the whole committee. Therefore, a key part of the Treasure’s 
role involves reporting to the committee on finances and it is important that everyone 
around the table understands the financial information given.  
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A step-by-step guide on how to be the treasurer for a community group. Includes basic 
principles of managing money, keeping track of cash and bank accounts, and sharing 
information with the rest of your group.  
 

This is one of three information sheets dealing with financial matters. There are three 
matters about your group’s money and Financial rules. Together, the three aims to 
clarify who is responsible for what and give practical tips on handling money and book-
keeping.  
 

As treasurer, you have day-to-day responsibility for looking after your group’s money. However 
the committee as a whole is responsible for deciding how funds will be raised and spent. Your 
job is to keep accounts and report to the committee.      

 

1. Basic rules for dealing with money  

Each organisation may deal with its money in a slightly different way depending on 
circumstances. But there are basic rules for dealing with money which apply to 
everyone.  
➢ Be methodical. Keep a clear record every time you receive or pay out money. Do 

not rely on memory to write it up later. Clear records will help you to keep track of 
money and ensure that, for example, you have collected all the monies or have 
not paid a bill twice.  

➢ Make sure that you have paperwork for any money which you take in or pay out. 
This applies to cheques and bank transfers as well as cash.  

➢ Keep paperwork in number or date order. This is best done by using treasury 
tags or a ring-binder. It will make it much easier to look through your records.  

➢ When you receive or pay out cash, always record the full amount. For example, if 
you take in cash from a jumble sale and then use some of it to buy tea and 
coffee, you should record both the total takings and the cost of the supplies.  

➢ Keep the group’s cash separate from your own.  

➢ Do not hold on to large amounts of cash; bank it as soon as possible.  

➢ Check regularly that the cash in your tin equals the balance in your cash book.  

➢ It is sensible to have at least three signatories to your bank or building society 
account. Make sure that two people are required to sign a cheque, withdraw 
cash, or make a payment by BACS or debit card.  

➢ Sign a cheque only when you have written it out with the name of the payee and 
the amount.  

➢ Never sign a blank cheque or ask another signatory to sign a blank cheque for 
you to write later.  

➢ Check bank statements carefully.  

➢ Give regular reports to your committee.  

➢ If you receive money from funder, check their terms and conditions carefully – 
they may have rules about how their money is spent and handled.  

 

2. Receiving money  
❖ When you receive a cheque or someone makes a bank transfer into your group’s 

account, keep the paperwork (e.g.. a covering letter with a grant). Write on it the 
date on which you received the cheque or bank transfer.  

❖ Whenever you take in cash, write a receipt. The easiest way is to use a small 
duplicate book with numbered pages. Record the total, the date, the name of the 
person handing over the cash and where the cash came from (eg. donations). 
Hand over the top copy as the receipt and keep your copy in the book.  
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3. Spending money  
❖ Make sure that you have invoices or till receipts for all purchases. This rule 

applies to both cash and cheque payments.  

❖ Staple the till receipt to the voucher. Give the voucher a number and file in 
number order.  

❖ When you pay by cheque, make a note on the cheque stub of the value of the 
cheque and who it is made out to. Write the number of the cheque on the invoice 
and file the invoice in the order of the cheque numbers.  

❖ Do you intend to make payments by BACS (a bank transfer), Standing Order, 
Direct Debit or debit card? If so, draw up a simple form to record the amount, 
date, and who you are paying. Use this each time you make a payment, and 
always get a second signature to authorise the payment before you go ahead. 
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4. Petty Cash  
 You may be able to withdraw cash using your cheque book, building 
society passbook or debit card. Cheques will need to be signed by two 
signatories. Fill in the cheque stub as ‘Petty cash’. Withdrawals by 
passbook or debit card should be authorised in advance by at least 2 
signatories. You can create a simple form to be used for this, that 
includes the date, the amount, the name of the person making the 

withdrawal, and space for two authorising signatories. If the withdrawal is made using a 
debit card, the receipt should also be kept and passed over to the treasurer.  
 

 5. Transfers between bank accounts  
If you have more than one bank account, keep a 
clear record of transfers between them. When you 
draw on a deposit account, it is best to transfer the 
money into your current account before spending it. 
If you draw cash from a deposit account and spend it 

at once, it is very easy to forget about it as you will not have a cheque stub to remind 
you.  
 

 6. Writing up the accounts book  
 The accounts book is where you record receipts (money in) and 
payments. For simple records, the ‘accounts book’ may be a page in a 
notebook which you rule up. For more detailed records, it may be a 
spreadsheet on your computer or you can buy an analysis book with 

several columns. The Money in Mind project has produced two free spreadsheet 
accounts systems which you can download.  
There is no single “right” way to write up your book, but here are some basic tips which 
you may find useful.  
➢ Keep a separate book for (a) your cash and (b) your bank or building society 

account.  

➢ The simplest way is to have a column each for receipts and payments, and a 
third column to show how much you have left headings such as grants or 
telephone. This will help to ensure that you do not spend more money than you 
have available.  
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 Sub-Committees  
Sometimes a committee has a lot to do-this can be made easier by 
setting up smaller groups called committees to look at specific issues.  
For example:  
 Fundraising  

 Running special events  

 Staffing issues  

 Finance 
 Health and Safety 

 

Some sub-committees run on a permanent basis and others are set up to do something 
and then dissolved once it is done.  
 

Sub-committees are run like main committees-someone needs to chair it and an 
agenda and minutes should be done. The sub-committee reports back to the main 
committee and advises on what action needs to be taken. In the case of something like 
setting up a special event, the sub-committee usually just gets on with it and then tells 
the main committee what has been arranged.  
 

Members of the sub-committee are usually members of the main committee, but it is 
OK to invite someone with special knowledge on to a sub-committee if this is agreed by 
the main committee.  
 

 DON’T HAVE TOO MANY SUB-COMMITTEES!  
They are useful tool for getting things done within the organisation, and for 
avoiding long main committee meetings, but remember they do lead to 
more meetings.  
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 THE CONTITUTION  
The constitution is the rule-book of a committee –it stops people making it 
up as they go along!  
 
 
 

It sets out the framework of the committee, for example:  
 How many people are in it?  

 

 Who are the officers? Usually a Chair, Vice Chair, Treasurer and Secretary  
 

 How long the committee and officer serve?  
 

 How many members are needed for the meeting to be a quorate (This is 
normally over half of the full committee membership, otherwise a few people 
could make some important and unwelcome decisions).  

 

If you are joining a committee, ask for a copy of the constitution, so you know what the 
rules are.  
 

Constitutions are there to help the committee get on with its business. The Secretary 
should take a copy of the meeting in case it needs to be referred to. This usually 
happens when a check needs to be made if the meeting is quorate, or there is some 
other query.  
 

STANDING ORDERS  
In addition to the Constitution, committees can draw up standing orders for rules of 
procedure. These can be implemented immediately, but must be accepted by the full 
membership at the Annual General Meeting. A common standing order is that 
committee members who miss 3 consecutive meetings without sending apologies can 
be dismissed from the committee.  
 

Don’t go mad with Standing Orders-only draw them up if you have a good reason to do 
so.  



34 
 

VOTING ON DECISIONS  
COMMITTEES MAKE DECISIONS!  
These decisions must be in agreement, and this is usually by voting 
–the majority vote wins.  
 

Usually, when a decision has to be agreed upon, one of the 
members will propose the motion, another will second it and it will be put to the vote. 
This may seem rather formal. And some less formal committees may well be asked by 
the Chair “Do we all agree on this?”-the downside of this is that you may not be in 
agreement, and dare not say so in case you are the only one!  
 

It is better to be more formal decision-making and all decisions, including the proposer 
and the seconder should be recorded in the minutes. This is vital in case sometime in 
the future someone challenges the decision –a quick look back at the minutes will prove 
it was taken and agreed.  
 

Disagreements are OK and plenty of time should be allowed for everyone to have their 
say. However, a decision will have to be made and once everyone has had their say it 
should be put to a vote. Discussions within the committee about an issue should remain 
confidential.  
 

If you are totally opposed to a decision which has been agreed by the majority, you can 
ask for it to be recorded in the minutes that you are opposed, however, once a decision 
has been made, you should abide by it. Don’t take it personally – this is democracy in 
action!  
 

Chair’s casting vote-in the event of a decision being tied with equal numbers for and 
against, the Chair usually has an extra (casting) vote which decide the issue. The Chair 
can only use his/her casting vote in the event of a tie-and at no other time!  
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AND FINALLY……….  
DON’T WORRY!  
If a meeting has not gone too well, remember-it is only a meeting, 
not a matter of life and death.  
 

The next meeting should be better-if it isn’t, then the whole 
committee should be asked why not.  
 

If you really object to what is going on, you cannot accept it, then ask for your view to 
be minuted. People do not always agree, and sometimes members of committees just 
have to accept they do not all feel the same way, but to abide by the majority vote.  
 

Sometimes people feel so strongly about an issue that they resign from the committee. 
This is OK and should not lead to ill feeling outside of the committee if you decide to 
resign, then it is more dignified to do so in writing than to flounce out of a meeting 
 
 


