How To Build an Agenda
For the Chapters of Meeting Professionals International
An agenda has three main purposes:  

1. It clarifies your objectives in holding the meeting

2. It helps participants prepare for the meeting

3. It provides a guideline during the meeting

Basic Elements

1. Title:  Why you are Holding the Meeting

2. Logistics:  Time, Date, and Place

3. Objectives:  Give both general and specific objectives.  If you have none, then ask yourself why you are holding a meeting.

4. List of participants

5. Role of Participants:  Note where everyone is expected to contribute

6. Discussion items:  This should include a description, potential outcome, the time allocated for discussion and the person leading the discussion.  If items do not require discussion, use a consent agenda to save time. 

Items for Consideration

1. Encourage attendance by putting items that will require discussion at the beginning of the agenda.

2. Allow people if necessary to attend just for the portion that concerns them.

3. Encourage guests to attend.

4. Allow others to suggest agenda items and note this on the document.  Have them provide details of the discussion and, if necessary, the motion that they are proposing.

Timeline

Agendas should be sent in advance to allow participants to prepare.  Solicit agenda input at least ten days in advance. The agenda itself should be circulated several days in advance (with board/committee reports when using a consent agenda).  Include potential motions as drafted by the board member/committee if possible.

How to Use Robert’s Rules of Order
Robert’s Rules of Order are guidelines on how to run a meeting, developed in the late 1870’s, based on parliamentary procedure.  It is detailed in its coverage of what to do in any given circumstance.  It is unlikely that you will need to know all details, but should have an idea of the basic way a meeting will unfold.  Robert’s Rules are widely used and easily obtainable, if not at your local bookstore or MPI bookstore then on-line at a bookseller such as www.Amazon.com or www.Chapters-Indigo.com.  

Basic Methodology

I. Call to Order
II. Reading and approval of the minutes.
(Motion to approve is not necessary. The minutes are either approved as read or as corrected, but without a vote.) 
III. Reports of Officers, Boards, Standing Committees.
(This includes correspondence, treasurer's report, etc. Treasure's report is never adopted or voted upon unless it has been audited.  This may be done by a CONSENT AGENDA.  Please see “Consent Agenda’s” in this Toolbox) 

IV. Reports of Special Committees.
(Each report could conclude with a motion which the assembly must address or may be included in the consent agenda) 

V. Special Orders.
(Any motion which was adopted as a Special Order guarantees that the motion will be dealt with before the meeting is adjourned.) 

VI. Unfinished Business and General Orders.
(Any issue which was not concluded, was postponed, or was tabled during the prior meeting. The secretary's minutes should inform the chair which items to add to this section. As chair, you should not need to ask for unfinished business as this is a matter of record from the last meeting.) 

VII. New Business.
(This is when the chair and the parliamentarian can be surprised by the sequence of events. Try to anticipate anything that may come up!  It is at this time that announcements, educational programs, and speakers are introduced.) 

VIII. Adjournment.
(A motion to adjourn may be made at any time during the meeting. The assembly should never be forced to meet longer than it is willing to meet.  The issues remaining will go into “Unfinished Business” on the next agenda.) 

