Meeting Procedure 101
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A quick romp through
some fundamentals

Time Is of the essence

“Ha ha ha, Biff. Guess what? After we go
to the drugstore and the post office,

I’'m going to the vet’s to get tutored.”




Volunteers

Key Challenges are:

A Aging volunteer base
A There are never enough volunteers

A Limited resources to assist voluntary
groups in the work that they do

A Not enough time
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Who does what and why
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Agendas

Standard fare: Some fine tuning?

AApologies Categorise:

A Confirmation of previous minutes Altems for decision

AMatters arising (action items) Altems for discussion

A Conflicts of interest Altems for information
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Minutes

Note:
A Who was there

A Decisions that have been
made

A Actions that shall be taken
A Who will take them
A By when they will be done

WANTED
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“That's the burglar all right, but [ think he was clean-shaven.”
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Meeting Procedures

AKeep it simple
AAIm for consensus generally

AUse formal motions for
Important and/or controversial
ISsues

AOne comment per person per
item
ABe punctual

“Our first lesson will be on self-control!l”
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