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MEETING PLANNER

AGENDA FOR:
_________________________________________________________

DATE: ____________________________     PLACE:
__________________________

STARTING TIME: __________________     ENDING TIME:
___________________

MEETING PURPOSE/OBJECTIVES: (i.e.  This meeting will be a success if
we…)

________________________________________________________________

________

________________________________________________________________
________

________________________________________________________________________

________________________________________________________________________

Begin with main theme, cover items requiring creativity early, and reserve item of great
interest/concern for the end.

AGENDA ITEM PERSON RESPONSIBLE TIME


	President’s Retention Campaign
	
	
	Focus on Meetings



	President’s Retention Campaign
	
	
	Focus on Meetings


	Retention Clinics Created for You
	
	
	Retention Challenge



	LOOK at Your Club
	LISTEN to Input from Members
	LEARN Where Problem Areas Exist
	RESPOND by Making Appropriate Changes
	A Final Note…
	For More Information
	Club Meeting Questionnaire

	Always: 5         Often: 4         Sometimes: 3          Seldom: 2          Never: 1


