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Sample Meeting Agenda Order for Discussion
I. Call to Order
II. Roll Call/ Ice Breaker
III. Approval of Minutes
IV. Financial Report
V. Officer Reports
VI. Committee Reports
VII. Unfinished Business
VIII. New Business
IX. Activities
X. Announcements
XI. Adjournment

Sample Meeting Agenda – with detail
I. Call to Order – by President

II. Roll Call – by Secretary
a. Send around a sign-up sheet
b. Use as attendance for the day

III. Approval of Minutes – by Secretary
a. Distribute minutes from your last FBLA chapter meeting. To do this, you can: make copies to share during the meeting; send via email before the meeting; post on chapter website; project on a screen; ask secretary to read minutes aloud, etc.
b. President asks for a motion and second for approval of minutes
c. President asks for the class to vote on approval

IV. Financial Report – by Treasurer
a. Gives any money updates – Did you have a financial leadership activity? Was money collected for field trips or other activities?

V. Officers’ Reports – by officers
a. Each officer gives an update of what’s been happening, examples:
i. Vice President of Social Media Report – “I have been updating the class group page once a week with reminders of homework. Is this helpful? What other things would you like me to post on social media?”
ii. Vice President of Desserts Report – “At today’s meeting, Joe was assigned to bring desserts. I reminded him last night and we have Twinkies to enjoy during the meeting. Thank you, Joe!”

VI. Committee Reports – by committees
a. Program of Work should be accomplished through committee work. Each area should have a committee, with sub-committees as necessary, examples:
i. Financial Leadership Activity Committee Report – “The committee has been working on Penny Wars between all the business classes to raise money for our charity. The winning class will be treated to pizza at the end of the month.”
ii. Professional Development Committee Report – “The committee is working with Mrs. Jones to set up a field trip to go to the Workforce Training Center next month.”

VII. Unfinished Business – any business not finished at the previous meeting

VIII. New Business – any new business that has not been addressed by the officer or committee reports

IX. Announcements – class announcements or other announcements

X. Adjournment
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Call to Order
President Makynna Hollis called the meeting to order at 9:03 a.m. The ABC High School FBLA meeting was held on October 12th during 2nd period in Room 231 in ABC, Colorado.

Roll Call
A sign-up sheet was sent around the room for attendance and is attached to these minutes.

Minutes
Hunter Donovan presented the minutes from the September 12th meeting by handing out copies to all members. There were no changes to the minutes. Sam Heath moved to accept the minutes as presented, Charitha Kunapuli seconded. The motion to accept the minutes passed.

Financial Report
Samantha Packard, Vice President of Finance, presented the financial report. We have $0 in the FBLA account. If we want to order cookies at the next meeting, we will need people to either bring money in to purchase the cookies or bring the cookies in themselves.

Officer Reports
President Makynna said she’s been working with the school Homecoming committee to have an FBLA face painting booth at the football game. We will need volunteers to paint faces. A sign-up sheet was passed around.

Secretary Hunter has written two thank you notes for the class to sign. The thank you notes were for the guest speakers during class last week.

Committee Reports
Social Activity Committee – the committee has proposed for the class to go to Jersey Mike’s before the Homecoming football game next week. After discussion, the class voted on the motion and the motion failed.

Community Service – the committee wants the whole school to bring in canned food items before Halloween to give to the local homeless shelter. The class voted on the motion to have a Canned Food Drive. The motion passed. Ava Trahan, committee chair, will give an update to the class before October 16th on what needs to happen.

Conference – the committee showed the video from the previous FBLA State Leadership Conference. There are several competitive events and workshops at this conference and District Leadership Conference. The committee talked about the competitive events and said there would be a sign-up for these events at the November meeting. The cost of the conference is $50 per person.

Unfinished Business None.

New Business None.

Announcements
· Remember the guest speaker we have next Monday on interviewing. Dress in your best business interview styles.
· Remember to complete Chapter 12 Review questions to turn in to Mrs. Jones on Tuesday.
· Remember to sign-up to volunteer at the Face Painting booth at Homecoming.
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