Parliamentary Pointers...........for Effective Meetings

Preparing the Agenda/Order of Business  ......the plan for the meeting
     The agenda for a meeting is usually developed by the president/chairman/presider with the assistance of the secretary who has the minutes of the previous meeting and can give information on business that must come before the group.  The Open Meeting Law governs the agenda of meetings that are controlled by the Law.
     Meeting agendas should include the following:

Call to Order – including the time that the meeting is to be convened.

Approval of the Agenda – this procedure is used when there may be changes to the agenda.

Adoption of Meeting Standing Rules – recommended when contention is anticipated.
Reading/ Approval of Minutes – If the minutes are distributed by email/US Mail several days before the meeting, the reading may not be necessary.  Minutes are draft minutes until they are approved.  The minutes are the legal document of what was done at the meeting, not everything that was said.  (Minutes to be covered in another article)
Reports of Officers – The list should include only the officers who are expected to report.  The officers are listed in the order they are listed in the bylaws.  Some organizations have the treasurer report immediately after the reading of the minutes.  The report is filed, not adopted.
Reports of Boards – This may be the report of the Executive Committee, a summary of that meeting.  If recommendations are included, the motion to implement the recommendation may be made at the end of the report.

Reports of Standing Committees – Standing committees are those committees listed in the bylaws; these committees function throughout the year for which the officers serve.  The committees are listed in the order in which they are listed in the bylaws.  Only the committees expected to report are listed for a specific meeting.

Reports of Special Committees – Special committees are formed to perform a specific responsibility and do not exist after their final report....after the responsibility is completed.
Special Orders – These are matters that the bylaws require to be completed at a specific meeting; examples are election of officers, election of nominating committee, etc.  It can also be issues made a special order (by 2/3 vote) for this meting at a previous meeting.
Unfinished Business and General Orders – Items on the agenda for the previous meeting but not completed at that meeting or items postponed from the previous meeting.

New Business – New issues introduced to the group through the use of a main motion.

Announcements – Made by the chair or by previous arrangements with the chair.

Adjournment – When there is no further business, the meeting is adjourned; a time for adjournment can be listed.

     Information on agenda can be reviewed in Robert’s Rules of Order Newly Revised, 11th Edition,  (RONR) pp. 353-375.   
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