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Why Are We Meeting?
¥, Orientation? @ o~

¥ Planning? -

. . —
¥ Information Sharing? “
¥, Decision Making?

¥, Consider Separate Meetings

N

4/‘

.ﬂ/



Pre-Meeting




What Form of Meeting
Should it Be?

s,Face to Face
y,Conference Call
y.Internet chat session
¥,Video Conferencing
v Skype




Time and Place

¥, Same Place, Same Time?
¥, Give Adequate Notice
¥, Emaill Particulars & Agenda

% Put 1t In the Newspaper
U Club Name

U Time & Place with Address xs%

(I Contact Information

€-MAIL

||
€-MAIL



SET UP
Facilities and Equipment

% Facility

v, Facllity Set Up

¥, Equipment Set Up
¥»Hand Outs

¥, Refreshments




Preparing the Agenda

¥, Gathering the ltems

% Placing the Iltems

¥, Developing the Timeframe
% Circulating the Agenda

¥, Make sure you put In some

fun g®§



Lions Club of Kaloko
June 8, 2011, 5:30 PM
BICC Office

Agenda
DRXEAIA T | pledge allegiance to my
p Invocation
3. Pledge of Allegiance country and to the cause of
4. Lions Pledge peace throughout the world. |
5. Introduction of guest believe in the principles of
6.  Tall Twister Activated Lionism as contained in the
REPORTS Lions Code of Ethics. | am
1. Minutes of Last Meeting proud to be a Lion dedicated
2. Treasurers Report to the service of others.
3. Membership Report
4.  Activities
5.  Projects

CORRESPONDENCE




OLD BUSINESS
1.  Web Site for Kaloko Lions - Robert
2 Free Computers to agencies 9o Duane

NEW BUSINESS

APEC Volunteers

2011/2012 Dues Bill

Global Leadership Training

4t of July Parade, call Lion Mitch Tam @ 756 - 3938
Project Vision Conference

ANNOUNCEMEMTS

Next Meeting June 23

Next months speaker

International Convention July 4 d 8, Seattle
USA/Canada Leadership Forum & Anchorage Sept 2011
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Information ltems

% SiImply a passage of information.
Questions of clarification can be asked.

Discussion Items

%, When Input is warranted prior to a
decision being made. Sometimes a
decision will follow immediately and
sometimes it is deferred.

Action Items
%, Where action or decision Is required.

Some discussion may be required. é@%
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Conducting the




Meeting Rules and
Procedures

ASharing information & making
decisions =results
A Establishing meeting rules

A Constitution and by -laws

A Informal groups g



The Meeting

¥, Be there Early

: : ‘G
¥, Circulate Documentation
¥, Start on Time
¥, Set the Tone e
¥, Stick to your Agenda




Information
% L1 mit discussion, donot ge
streets .

Discussion

% Balanced discussion, stay on track (limit story
telling), break up controversial/acrimonious,
debate into smaller issues, watch your
timelines, bring discussion to a conclusion.

Action
2, Know when 1 tds ti me to mak




Other Options

% Deferring a decision

¥, Empowering a member or
committee to act (under
certain parameters)

¥, Tabling the motion



Adjournment

3, Review Action Iltems and
Decisions Made

¥, Next Meeting?
¥, Reminders, etc.

¥ Thank everyone for their
participation.

¥, Adjourn



Post Meeting Follow-Up

,Minutes
3,Actions
,S1debars




The End

But just the Beginning orf
More Effective Meetings
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BUT WAIT!




Here Is a web sites 1o
find even more ways o
have funl!

lcebreakerstormeetings.com




FUN!

HeYW nniciniZelificreinir el
ceWellieol 10 neve un
el rnieetinelse




Challenge
Tailtwisting

Good Joke
Happy Buck Time
Birthdays
Anniversary
Theme Nights




Insert a mistake in minutes




