How to hold a committee meeting

The meeting cannot
proceed and will have to

Has a quorum been

met?
be resecheduled.

YES

Is the chairperson

present? Voting members

select a memberto
chair the meeting.

Start meeting, table
correspondence,
discuss issues raised.

Check committee
member financial
status.

Confirm the minutes of
previous meeting.

Record outcome of

. Vote on motions.
motions.

Minutes of meeting
Close meeting. prepared and sent to
owners within 21 days.
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