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RUNNING MEETINGS

4. After the meeting:

- Draft minutes
(Deliver with the
next agenda.)

1. Before the meeting:
- Prepare an agenda
- Communication

- Communicate
follow-up tasks
and actions

Running
Meetings
Check-List

3. Roles in a meeting:
- President-Facilitate

2. Parts of a meeting:
- Call to order

- Secretary-Meeting Records - Approve minutes

+ Treasurer-Report Finances - Reports

- Old/New business
- Adjourn
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Issues or Event
Proposal

Motion Made

Discuss and Vote

Decision
. Needs More Table
DElEE] Research (No Decision) AlErevEr)
Committee Simple or Quick
Established Changes
Re-Motioned Manager and
for Approval Members

Progress





