Parts of a Business Meeting

Business Meeting Line Up

Time needed: 10-15 Minutes

Supplies: Parts of a business meeting papers and roll of masking tape
Conducting the activity in clubs with ten or fewer members –
Getting Ready

All members will participate in the activity. Place the ten “Parts of a Business Meeting” cards on a table. Give the following instructions.

“This activity is designed to test your knowledge of the ten parts of a business meeting. All of you will go to the table and pick up one card. (Some may need to pick up more if you have less than ten members) You will look at the cards and then attempt to line up in the proper order of a business meeting facing the advisors. You may NOT talk amongst yourselves as you line up. The team will tell the advisors when he or she thinks the order is correct. If your order is correct, you will be told you can be seated. If the order is not correct, we will tell you how many parts are incorrect.”
Doing the Activity

On your signal the members move to the table and attempt to line up in the proper order. Remind the members to remember which card/part they selected. Members try as many times as are needed to line up in the proper order. Once the members are in the proper order, take the cards and tape them in a location where the members can see them.
Discussion

Ask the member to share a brief description of their part. If they are not sure, ask for volunteers, who can help them.

End the activity by indicating this is how all organizations conduct their meetings.

Conducting the activity in clubs with eleven or more members –
Larger clubs can conduct this activity in a number of ways. You can involve all members, part of your members etc. Review the following instructions and secure the necessary supplies based upon how you plan to conduct the activity. If you plan to use only ten members refer to the instructions above for clubs with ten or fewer members and follow those.

Time needed: 15-20 Minutes
Supplies: One set of cards for every ten members you plan to include, roll of masking tape.
Getting Ready

First, decide how many teams you will use. Teams should have from seven to ten members, with ten being the ideal number. Place a set of cards on a table for each team participating. Designate a team captain. Give the following instructions:
“This activity is designed to test your knowledge of the ten parts of a business meeting. All of you will go to your assigned table and pick up one card. (Some may need to pick up more if you have fewer than ten members.) You will look at the cards and then attempt to line up in the proper order of a business meeting. You will be given three minutes to put your team in the proper order. You CANNOT TALK amongst yourselves as you line up. The captain will tell the advisors when he or she thinks the order is correct. Do not show your order until you are instructed.

Doing the Activity

On your signal, the members move to the table and attempt to line up in the proper order. When a team believes they are in the correct order, they should tell the advisor and then line up facing away from the other teams and have the advisor look at their order. If they are correct, they can sit down, but should keep their card. If they are incorrect, tell them to try again. Follow this procedure until all teams are correct.

Discussion

Once all the teams are done, take one set of the cards and tape them, in proper order, in a location where the members can see them. Ask for volunteers to share a brief description of each part.

End by indicating this is how organizations conduct their business meetings.

Meeting Order

1. Call to Order

2. Pledges

3. Roll Call

4. Secretary’s Report

5. Treasurer’s Report

6. Committee Reports

7. Old Business

8. New Business

9. Announcements

10.Adjourn











