Fast and Effective Business
Meetings
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The 5 P’s of Meetings

Planning
Pre-notification
Preparation
Process

Putting it on the Record
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1. Planning

 Know the Local Group’s Bylaws &

ASIEs/Standing Orders.
* Choose a convenient, business-like setting.

A well-planned agenda is key!



1. Planning

* Why do we need an agenda”
— Chair plans the meeting beforehand
— A well-planned agenda makes the rest of the meeting work
— Communicates topic, presenter, allocated time
— Focus for meeting

— Participants can show up prepared for discussions and
decisions

— Checklist for completion of items
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1. Planning

Traditional Agenda

Call the meeting to order
Read and approve minutes
Officer’s Reports

— Treasurer

— Membership
— Publications
— Programs

Old Business
— Annual Picnic Report
— Scholarship Report
— RG Report

New Business

— Preparations for Mensa Testing Day

Adjourn

Event-Driven Agenda

Call the meeting to order
Read and approve minutes
Treasurer’s Report

Items for Discussion
— Annual Picnic
— Scholarship Program
— Mensa Testing Day
— Final RG Details

Other Officers’ Reports
Adjourn



1. Planning

AGENDA BELL

Items should be considered in order of ascending difficulty,

then turned to decompression activities.
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2. Pre-notification

* Send out agenda and reading

materials/reports/data approximately two
weeks in advance

* Establish a single point of contact for reporting
non-attendance.
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3. Preparation

The Chair should arrive early
Proper seat arrangement
Visuals can be seen by all
Chair sits away from the door
Seats for tardies close to door
Don’t stop for tardies
Someone to take minutes
Timekeeper

Turn off phones, PDAs, etc
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4. Process

 The Chair acts as the facilitator, or traffic
director, keeping the meeting on track by topic
and time.
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4. Process

* Participants should prepare ahead of time; be
ready to speak on specific topics; listen to
others and give feedback.
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5. Putting it on the Record

* Clear minutes keep the group moving forward.

* Minutes should include the conclusions
reached, the rationale and the specific action
agreed on, with dates for completion and
individual responsibility.
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When You’re the Secretary/Recorder

Use a standard organized approach for minutes
Clear minutes keep the meeting moving forward

Distribute to all who attended and all who have a
need to know the results

The minutes are not official until approved by the
ExComm/Board

Secretary keeps all old minutes and the list of
ASIE/Standing Orders



