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1. Introduction 

A meeting shall not exceed a period of 2.5 hours (including 30 minutes for planning)1 so this 
time needs to be used wisely for debates and decisions. 
 
Below is some guidance for what Councillors should present to the Proper Officer in advance 
of the agenda being issued. 
 
The agenda is issued three clear working days before the meeting2, normally the Friday before 
the meeting. The agenda must specify the business which it is proposed to transact3 in such a 
way that the member who receives it can identify the matters which they will be expected to 
discuss. A local council cannot lawfully decide any matter which is not specified in the agenda.4 
Councillors should therefore send information to the Proper Officer for any item they wish to be 
considered to be included on the agenda as soon as possible but no later than the two days 
(normally the Wednesday) before the agenda is issued. 
 
Decision items should clearly state the decision required with information to assist Councillors 
to make that decision (see item 2). 
 
Updates on ongoing projects should be sent to the Proper Officer before the agenda is issued 
(see item 3). 
 
Reports on meetings attended by Councillors with external parties should be sent to the Proper 
Officer before the agenda is issued. If the meeting takes place between the agenda being 
issued and the Parish Council meeting, the Proper Officer should be made aware of the meeting 
so it can be included on the agenda (see item 4).  
 
Below is a Template for information required. 

 
 

  

 
1 Standing Order 3x 
2 Local Government Act 1972 s243 and Standing Order 3b 
3 Local Government Act 1972 Sch 12 para 10(2)(b) (as amended by the Local Government (Electronic 
Communications) (England) Order 2015 (SI 2015/85)) and paras 26(2)(b) 
4 Longfield Parish Council v Wright (1918) 88 LJ Ch 119 
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2. Decision Items 
 

  
No motion may be moved at a meeting unless it is on the agenda and the mover has given 
written notice of its wording to the Proper Officer5  
 
The decision of the Proper Officer as to whether or not to include the motion on the agenda shall 
be final6 
 

Proposed motion  
 
 
 
 
 
 
 
 
 
 
 

Background, including reason for work 
 
 
 
 
 
 

If work is to agree to obtain quotes proposed wording for tender 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5 Standing Orders 9b 
6 Standing Order 9f 
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Proposed Companies to seek quotes from 
 

1. 

2. 

3. 

If work is to agree works and who to award contract to or place order with,  
quotations must be supplied. 
 
Where the Council intends to procure or award a public supply contract, public service contract 
or public works contract as defined by the Publics Contract Regulations 2015 which is valued at 
£25,000 or more, the council shall comply with the relevant requirements of the Regulations.7  
 
When it is to enter into a contract of less than £25,000 in value for the supply of goods or materials 
or for the execution of works or specialist services other than such goods, materials, works or 
specialist services other than such goods, materials services excepted in paragraph 11.1 (a) of 
Financial Regulations the Responsible Financial Officer shall obtain 3 quotations; where the 
value is below £3,000 and above £100 the Responsible Financial Officer shall strive to obtain 3 
estimates.8 
 

Company Value 

1.  

2.  

3.  

 
  

 
7 Financial Regulation 11b 
8 Financial Regulations 11h 
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3. Ongoing Items 
  

This is for exchange of information only. No decisions or actions be agreed at this time. 
 
A brief written report by the Lead Councillor with an update should be sent to the Proper 
Officer before the agenda is issued. If no report is received it will be assumed that there 
is nothing new to report.  
 
If a decision is required, the item should appear in Decision items and item 3 above 
should be completed. 

Report on  
Supplied by  
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4. Information Only Items 
 

This is for exchange of information only. No decisions or actions be agreed at this time. 
 
A brief written report by Councillors who have attended meetings with external parties 
should be sent to the Proper Officer before the agenda is issued. If the meeting is 
between the agenda being issued and the parish council meeting, the Proper Officer 
should be made aware of the meeting a written report should be supplied before the 
parish council meeting. 
 
If a decision is required, the item should appear in Decision items and item 3 above 
should be completed. 

Report on  
Supplied by  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
5. Additional Information 

If anyone has questions on any decision items, they should ask for more information from 
either the Proper Officer or the Councillor who has supplied the information. Any additional 
information supplied should be sent to all Councillors. 
 
Emails are for an exchange of information only and no discussion should take place. 
 


