Materials needed:

1) Flip chart pre-lettered as follows:  A-K, then A-2, the L-T

2) Script cards for attendees, distribute prior to starting the workshop

3) Masking tape

4) Push pins

5) Gong and gavel

6) A dollar bill to be paper clipped to script card “S”

7) pens to write w/

8) Agenda activity handouts

9) Boombox with “YMCA” and other jock jams

[start “YMCA about one minute prior to published start time]

I. Introduction and housekeeping

Hello!  I am Maggie Gunther and this is the “How To Conduct Fun and Exciting Meetings” workshop.  If this is not where you planned to be, then now would be the time to go look for the room that you intended to be in.  

I will begin by introducing myself.  I am a Junior at UCF.  I am a journalism major and have lived in Florida for 20 out of 21 years.

 I am the Governor of Florida Circle K and have been since last April.  I have served as Club and District editor & con/con chair last year.  I like going to the beach and play piano and guitar.  

There are some ground rules for this session.  First of all, this will be an interactive session.   The best way to get something out of this workshop is to participate.  And the second way is to ask questions.  I will stay here as long as we need to in order to answer your questions.  

Now that you have gotten to know a little about me, I would like to get to know about you. 

II. Icebreaker

I am going to ask you each to introduce yourself to me with your first name and an adjective alliteration that describes you.  For example, I am “Magnificent Maggie”.  Now take ten seconds and think of an adjective alliteration that describes you along with giving me your first name.  (time out ten seconds on watch)  

Times up!  Have you all got one?  Alright, again, I am “Magnificent Maggie”.  Who wants to introduce themselves to us, first?  [go through until everyone is introduced either by standing up or turning to make sure everyone sees their face].

III. Topic

The subject of this workshop is How To Conduct Fun and Exciting Meetings.  How many of you lead meetings in Circle K or other organizations that you belong to?  (wait for hands to go up)  

A. How many of you regularly attend meetings in the groups that you belong to?  (wait for hands to go up)  

B. How many of you have ever been to a boring meeting?  (wait for hands to go up)

C. What made the meeting boring?  [wait for them to answer—don’t be dismayed by stoney silence.  Then write responses on flip chart paper.  When group has exhausted responses, tear off flip chart and tape to wall]

D. Let’s flip this around, how many of you have been to meetings that were fun and enjoyable?  (wait for hands to go up).  

E. What made those meetings fun and enjoyable?  [again, wait for them to answer, even with blank stares shooting darts at you.  Then write the answers on flip chart.  When group is done, tear off flip chart and tape to wall]

IV. Sample Meeting

Now we will begin an activity that will use the cards that I gave to you when you came in.  Not everyone has a card, but if you do, be ready to read your part when I point to the corresponding letter on this chart [point to prelettered chart] and do the action described on the card if one is indicated.

There are various elements that you can incorporate into your meetings, some things even before the meeting starts.  [point to “A”]

A. A: Greeter—Stand up, go over to another participant in the workshop, offer to shake their hand and say, “My name is (your name here) and I am glad you came to the meeting today.  What is your name? “  Wait for response and then say, “Good to meet you (insert their name here) I hope you enjoy the meeting.”  Return to your seat.
The greeter can be at the door to welcome people as they come in, maybe with name badges.  You know, like the ones that say, “Hello, My name is”.  This is a great job to give to a new member so that they can learn people’s names.

B. [Point to B, but keep on talking]  Meetings should be called to order so that they start on time.  That can be by hitting a bell [do], rapping the gavel on the table [do], or by whatever tradition your group has to start its meetings.  Don’t have a tradition?  Start one!

C. The next thing you may want to do is to call on a member to lead the group in an activity for everyone.  [Point to “C”]

C:  Stand up.  Then say, “Would you all please stand and join me in the ‘Pledge of Allegiance’.  If there is no flag in the room, face the direction that seems to be east.  “I pledge allegiance to the flag, of the United States of America, and to the republic for which it stands.  One nation, under God, indivisible, with liberty and justice for all.”  Sit down.

D. Your organization may have a pledge that is traditionally recited at meetings or gatherings.  You would probably want to do this at the start of the meeting, also, unless there is a different time that is traditional.  But make sure everyone has a copy of it on the club agenda or write it out up front.  Don’t assume that everyone has the pledge memorized [Point to “D”]

E. Dependent upon the makeup or traditions of your group, you may also want to include an invocation near the start of your meeting.  Or perhaps an inspirational or humorous story, such as one from “Chicken Soup For The Soul” written and compiled by Jack Canfield and Mark Victor Hansen entitled, “Nothing But The Truth!

David Casstevens of the Dallas Morning News tells a story about Frank Zimanski, a Notre Dame center in the 1940s who had been called as a witness in a civil suit in South Bend, Indiana.  “Are you on the Notre Dame football team this year?” the judge asked.  

“Yes, your honor”

“What position?”

“Center, your honor”

“How good a center?”

Zimanski squirmed in his seat, but said firmly: “Sir, I’m the best center Notre Dame has ever had”.  Coach Frank Lee, who was in the courtroom, was surprised.  Zimanski always had been modest and unassuming.  So when the proceedings were over, he took Zimanski aside and asked why he had made such a statement.  Zimanski blushed.

“I hated to do it, Coach,” he said, “But, after all, I was under oath!”

F. You can also make your meetings educational.  Ask a member to do a “Membership Minute” at each meeting with information or tidbits about the organization or the school.  [Point to “F”]

F: Stand up.  Read the following to the group: “This week’s membership minute is about our organization.  Circle K originally started in 1936 as a way for a local Kiwanis club in Pullman, Washington to provide housing for college men at Pullman University.  Circle K clubs as we now know them began in 1947.  Emory University received charter number one of Circle K International and Circle K admitted women as members in 1973.  And that is this week’s Membership Minute.”  Sit down.

G. Your meetings could also be a time [point to “G”] for officers to report. Such as the:

H. [point to “H”]

H: stand up and say, “Vice President”, then sit down

I. Or, the [point to I]

I: stand up and say, “Secretary”, then sit down

J. Or, the [point to J]

J: stand and say, “Treasurer”, then sit down

With each officer reporting on their area of responsibility.

K. You might have guests at your meeting.  It is appropriate to introduce them and even give some background as to why they are at the meeting.  [point to “K”]

K: Stand up and say “The Dean of Students is with us today and has heard some great things about our group, so he wanted to come and see us first-hand”  Start applause for the “invisible” Dean of Students.

It is always nice to applaud for guests as a way of thanking them for attending.

[Point to “A-2”]

A-2:  Stand and say, “The greeter could also be writing down the names of potential or new members as they come in and at his point of the meeting introduce them to the rest of the group.”  Sit back down.

Why should this be done?  [wait for the group to answer, they will probably be in shock with all that has been going on.  Restate the question if it has not sunk in]

L. [Point to “L”]  You may also want your various committee chairs to report like,  

M. [Point to “M”]

M: Stand and say, “The Fundraising Committee”, sit back down.

N. Or, [Point to “N”]

N: Stand and say, “The Service Projects Committee”, sit back down.

O. Maybe, it would be…[Point to “O”]

O: Stand and say, “The Socials Committee”, sit back down.

P. Possibly, the…[Point to “P”]

P: Stand and say, “The Bylaws Committee”, sit back down.

Q. Or, even the… [Point to “Q”]

Q: Stand and say, “The Etcetera Committee”, and sit back down.

You could also just call for reports and ask those that want to report to raise their hand.

R. You might want to [Point to “R”] recognize birthdays, big accomplishments, or other milestones for your members.

S. A fun way to do this is with, “Happy Dollars”.  [Point to “S”]

S: Stand, wave dollar attached to card and say, “I got an ‘A’ on my mid-term, so I want to give a ‘Happy Buck’ to our service fund.”  Hand the dollar bill to the workshop leader.  Then sit back down.

T. You want to end on [Point to “T”] time as well.  There is nothing worse than going over your allotted time and then your members will cease to pay attention to you and instead will be focusing on their watches.  Hit the gong [do], rap the table [do] and announce that the meeting is adjourned.  You might want to have some refreshments afterwards or have some sort of social activity to motivate your members to stay for the whole meeting.

V. Discussion

We have just gone through a sample meeting that you may be able to use for your club or some other organization that you belong to.  

VI. Types of Meetings:  [write on flip chart]

There are four types of meetings that I want to discuss with you today:

A. Business—this is kind of like the sample meeting that we did in this workshop and it is what it sounds like, you conduct your business during this meeting.

B. Social—this is more of a fun, get to know each other type of meeting.

C. Service project—this type of meeting actually plans out a service project from start to finish to take care of all of the pre-, during, and post- details.

D. Speaker—the focus of this meeting is to hear and interact with a speaker of interest to your members. It may also include a reception or some sort of informal interaction time with the speaker.

VII. Activity

I am going to split you up into groups of 3-4 people, now.  [Do it]  Each group will be given a handout that has a type of meeting at the top.  It is your mission to plan the agenda using some of the elements that you saw during this workshop.  Try to consider all of the things that have happened during this workshop, not just the role playing exercise.  You will have 10 minutes to plan this agenda.  Please raise your hand if you have any questions about your assignment.  [Answer questions, then]  All right, BEGIN!  [time 10 minutes on watch]

[When 10 minutes are complete]

OK, time is up.  I want to get as many groups to report as possible.  So, first of all, where are the business meeting groups?  [pick one] Please tell us what is on your agenda.  [when finished]  How did they do?  Any suggestions that anyone would like to make?  [Continue this with “Social”, “Service Project”, and “Speaker”.  Make sure to get at least one of each before going back to the other groups.  Try to do the reporting in 10 minutes]

VIII. Wrap-Up

Let’s review some of the things that we did to make meetings more fun and exciting.  

A. You could have a little “mood music” playing when people come in to your meeting to get them excited about being there and get their blood flowing; 


B. You might use ice-breakers to get people to know one another and expel some energy.  There are all kinds of great resources on this subject on the internet.


C. Have a planned agenda—there is nothing worse than being at a meeting and no one knows what is going on; 


D. Let people on the agenda know ahead of time that they will be expected to speak.  I did it with the script cards and my system of pointing to the flip chart.  You could do it by saying something to them before the meeting starts or by having a printed agenda with the name of the person who is speaking on each topic next to it; 


E. Start on time, end on time; 


F. Use stories to make a point.  Here’s one from “God’s Little Devotional For Graduates”:  Long ago, a band of minstrels lived in a faraway land.  They traveled from town to town signing and playing their music in hopes of making a living.  They had not been doing well financially, however.  Times were hard and the common people had little money to spend on concerts, even though their fee was small.

The group met one evening to discuss their plight.  “I see no reason for opening tonight,” one said, “It’s snowing and no one will come out on a night like this.”  Another said, “I agree.  Last night we performed for just a handful.  Even fewer will come tonight.”

The leader of the troupe responded, “I know you are discouraged.  I am, too.  But, we have a responsibility to those who might come.  We will go on, and we will do the best job of which we are capable.  It is not the fault of those who come that others do not.  They should not be punished with less than our best.”

Heartened by his words, the minstrels gave their best performance ever.  After the show, the old man called his troupe to him again.  In his hand was a note, handed to him by one of the audience members just before the doors closed behind him.  Slowly the man read, “Thank you for a beautiful performance.”  It was simply signed, “Your King.”

The thing about meetings is that you must always put on the best show for those people that show up.  They made the effort to be there.  Make it worth their time.  

Does anybody have any questions about what we have discussed today or about your own meetings in specific?  (give them time to think)

Feel free to contact me at any time if you have any questions or ideas.  I thank you for your attention and participation.  Enjoy the rest of convention!

