BUSINESS MEETING AGENDA (SAMPLE)
CONDUCTING CLUB BUSINESS – SOME ADVICE

Presiding over a club business meeting is a demanding leadership role.  Thus, the President or Presiding Officer should always appear confident and in control.  Try not to appear apologetic or indecisive at any time.  If you are uncertain about a procedure, ask an experienced member for help.  Keep the Business Meeting flowing.  Do not encourage applause during club business.  Below is the proper sequence for the Presiding Officer to follow during a normal club meeting.

THE BEGINNING OF THE MEETING

Upon your introduction by the Sergeant at Arms:

Greet the audience in a friendly manner.  Next, say, “This meeting of the _____ Toastmasters Club is called to order”.  Tap the gavel one time.

Warm up the audience for no more than one minute.  You may choose to state the meeting theme, but beyond that leave comments about the theme to the Toastmaster.  
Call upon the assigned Functionary for the: 

    PLEDGE AND INVOCATION/OPENING THOUGHT - 

    TOAST/JOKE - 

    (Other function) - 

    INTRODUCTIONS - Call upon the Sergeant at Arms to introduce the guests, or follow your club policy for conduction introductions (time permitting).  The Sergeant at Arms or last person introduced will return control to the Presiding Officer.

Announce that “Club ______ will now conduct the Business Meeting.”
BUSINESS MEETING

MINUTES - Call upon the Secretary for a report on the Minutes from the previous meeting(s)
The Secretary stands and reads the minutes, or states that they were e-mailed.

The Presiding Officer asks the membership, "Are there any (‘other’, if appropriate) corrections or additions to the minutes?"
The Secretary records the corrections or additions.

The Presiding Officer says, "Minutes are approved as read" (If there are no changes) or "Minutes are approved as amended."
REPORTS, OFFICERS AND COMMITTEES:

Call upon club officers to give reports in descending order (VP, Education, VP, Membership, VP Public Relations, Treasurer, Secretary, Sergeant at Arms).

ANNOUNCEMENTS (related to club activities):
Ask the membership, “Are there any announcements pertaining to club business or activities?  If New Business is on the agenda, proceed with the motion.  Once announcements are finished, state, “This concludes the Business Meeting.”  Tap the gavel one time.
THE END PORTION OF THE MEETING

The Toastmaster will return control to the Presiding Officer after the conclusion of the Educational Session.

Thank the Toastmaster and offer some brief, positive comments about the Educational Session.

COMMENTS FROM GUESTS – ask the guests for comments about the meeting.  Thank them for attending and encourage them to return and/or join.  Point to and give the name of the VP, Membership (or substitute) and tell the guests that for more information about joining, see him/her after the meeting.

ANNOUNCEMENTS – ask, “Are there any announcements?” 
CLOSING REMARKS – make some brief, positive comments about the meeting.  If your club meets in a restaurant, remind everyone to pay his or her dinner bill, and leave a tip.  Ask if there are any last minute announcements before the meeting adjourns. 

ADJOURNMENT – once you are sure that everyone is finished, say, “This meeting of the ______ Toastmasters Club is adjourned”.  Tap the gavel one time.  You are done! 

