Writing and Agenda and Minutes
Developing and Agenda:

Why have an Agenda?

1. Informs people on what to expect at the meeting.

2. Members can prepare for meeting.

3. Provides an order for dealing with issues at a meeting.

4. It can be used to teach people how to prepare for a meeting.

Methods for Developing an Agenda:

One person – the organization leaders sits down and writes the agenda for the next meeting.

Input from others – written or verbal input from other members.  

1. The agenda is written by the leader and then the members are asked if there are other things that need to be added.

2. The leader puts out a “call for agenda items”. Based on the topics submitted by members of the organization, the agenda is compiled.  The leader may also add items to the agenda.

3. Club Officers – The club officers meet before the meeting to discuss and develop the items that will be on the agenda.

Sample Agenda:

1. Call to order

2. Roll call

3. Approval of Agenda

4. Correction and Approval of Minutes

5. General Announcements

6. Officer Reports

7. Committee Reports

8. Old Business

9. New Business

10. Special Issues

11. Adjournment

Writing Effective Minutes:

Minutes from a meeting are an official record of the business of an organization.  Minutes give continuity to procedures, traditional activities, etc.  They also inform members who were not in attendance.  Minutes are useful in following up with assignments and decisions and are very helpful in planning the agendas for future meetings.

Minutes should include:
The name of the organization/committee

Type of meeting that is being held (officers meeting, general membership meeting, etc.)

The date of the meeting

The location of the meeting

The name of the presiding officers

Notation of the reading and previous minutes and how they were approved (approved as read or approved as corrected)

All of the major motions and points of order or appeals, whether sustained or lost and all other major decisions.

Committee and officer reports – pertinent information

Adjournment

Ideas for writing minutes:

Use full names not nicknames

Do not be embarrassed to ask someone to restate something if you do not understand

State whether or not the motion was carried.

Make any corrections to the minutes immediately before the mistakes are forgotten

Record what was done, not said.  Summarize important discussions.

