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The Agenda

Dear Reader:

The following document was created from the CTAS website (ctas.tennessee.edu). This website is
maintained by CTAS staff and seeks to represent the most current information regarding issues relative to
Tennessee county government.

We hope this information will be useful to you; reference to it will assist you with many of the questions
that will arise in your tenure with county government. However, the Tennessee Code Annotated and other
relevant laws or regulations should always be consulted before any action is taken based upon the
contents of this document.

Please feel free to contact us if you have questions or comments regarding this information or any other
CTAS website material.

Sincerely,

The University of Tennessee

County Technical Assistance Service

226 Anne Dallas Dudley Boulevard, Suite 400
Nashville, Tennessee 37219

615.532.3555 phone

615.532.3699 fax

www.ctas.tennessee.edu

Page 1 of 3



Table of Contents

LI 2 LI - Y = L - T .3

Page 2 of 3



CTAS - The Agenda

The Agenda

Reference Number: CTAS-663

The order of business, or the framework for a specific meeting of the county legislative body, is contained
in an agenda. Some counties adopt a permanent order of business. If no order of business is established,
the chair could decide what order to follow. An agenda, following the adopted order of business, relates to
the specific meeting of the body. The agenda is a listing, in order, of the business to be considered at the
meeting. The agenda is usually set by the chairman based on information from members and committee
chairmen. In some counties, another method of setting the agenda may be established by local rule, e.g.
the agenda may be set prior to the meeting by a workshop or small meeting. The county clerk, the county
mayor, and citizens may also request that items be placed on the agenda.

Members of the county legislative body should have a copy of the proposed agenda, supporting
information, and copies of the minutes of the previous meeting prior to the meeting of the body. Having
these materials in advance allows members an opportunity prior to the meeting date to seek answers to
questions on topics to be considered at the meeting. Receiving an advance copy of the agenda facilitates
the smooth operation of meetings of the county legislative body and, since the members are better
informed, fewer items may need to be deferred until the next meeting for further study, and meetings
may also be shorter. The county commission can ensure that its members receive copies of the agenda
prior to the meeting by making such a requirement a part of the local rules. Also, some county
commissions, by local rule, require a two-thirds vote to amend the agenda to include a new item of
business that has not been provided in advance to the county commissioners once the agenda has been
adopted following the procedure established for adoption of the agenda.

County clerks may be asked to prepare the agenda. A typical Sample Agenda would be:
1. Call to order by chair.

Roll call by county clerk.

Approval of agenda (if needed).

Reading and approval of the minutes from previous meeting.

Resolutions for special recognition.

Elections, appointments, and confirmations.

Reports, county officials, standing, and special committees.

Unfinished business.
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New business.
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Announcements and statements.
11. Adjournment.

In some counties, by locally adopted rule, the county legislative body may have some time set aside on
the agenda to take public comments. Often this is done before or after the other items on the agenda are
dealt with.
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