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MELBOURNE ROSTRUM CLUB No. 6

CHAIRMAN'S AGENDA for MEETINGon /[ /

After being introduced by the President:

INTRODUCTIONS
6.15 Announce "l declare this meeting of Rostrum Club 6 to be open™.

Welcome members and visitors. Ask visitors to stand and introduce
themselves. (Record visitors Names at Agenda Item “ Farewel| the visitors” )

Announce “ThisisaNo smoking Meeting”
“Mobile Phones and Pagers must be turned off.”
“Meals can be ordered at the Bar.”
“Will everyone please sign the attendance sheet
and first time visitors also sign the Visitors Book”

Outline the Meeting  Highlight any special events and the time frame
required for each. Stress the importance of adhering
to the programmed timetable.

Announce coaches for
MEELING: ...t
SPEECNES: ...t
Ask “Does anyone have a matter they wish placed on

the agenda for discussion during General Business?
Any item not placed on notice at this stage will only
be discussed if time permits’(Record name in Gen.Bus)

APOLOGIES/LOA

Ask “Are there any apologies on behalf of absent
members?’  (Ask secretary to record names)

Ask “Are there any requests for Leave of Absence?’

( Grant these and ask Secretary to record names and duration
of leave)

IMPROMPTU/ SHORT NOTICE TOPICS/SPEAKERS
Announce “Tonight' s TopiCS ar€..........ccnn...
Arethere any volunteer speakers?’
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Topics Speakers
MINUTES
6.20 Ask “Mr/ Madam.Secretary will you please read the
minutes of last week’s meeting.”
After Reading “ Unless | hear any voices to the contrary | will

sign these minutes as a true and correct record

of last week’s meeting.”
Ask “Is there any business arising from the minutes?’.

(Resolve any questions yourself or by reference to the
appropriate Office Bearer}

CORRESPONDENCE/ ANNOUNCEMENTS REPORTS

6.25
Ask “Isthere any correspondence?’ (Ask Secretary first
then President, then floor}
Ask “Are there any announcements?’ (Ask Secretary first)
Ask “Are there any reports?’ (Ask secretary first, etc)

WORD OF THE WEEK / READING
Introduce “To present “Word of the Week”/ Reading

will you please welcome Speaker.................. ”

Word /Reading............ooe vevvviininnnnn.
PERTINENT QUESTION
Introduce “ To ask the Pertinent Question please welcome
SPKI .. 8

“ToAnswer : SPKI .....ccovvvviiiiennnnn, ”

SPECIAL BUSINESS
6.35 Announce “Tonight’s Special Businessis.. ” (Special Business may

include Elections, Inductions, PDP Exercises or anything the
Chairman deems to be outside the scope of the regular agenda)

Special BUSINESS, ...,



jﬂostrum
Club 6.
Victoria

Conducted by: .....ccoovi i

Time: ............. Bell at: .............

IMPROMPTU/ SHORT NOTICE SPEECHES
6.45 Introduce “To speak for 3 minutes with awarning bell at 2 to

one of the Topics, will you please welcome
Speaker ....ooiiiii "

(Speakersto speak in reverse order of their experience, ie.
novices first, experienced speakers |ast

PREPARED SPEECHES ( Includes EDITORIALS)

6.55 Introduce “To speak for ....... minutes with awarning bell at
......... minutes to thetopic Of .................ce. .t
will you please welcome Speaker ................... ”

Speaker Topic Bell Time
VOTE OF THANKS
Cdl on “Speaker ... to move aVote of
Thanksto Speaker ...........ccovvviiiiivinnnn. ”

7.15 Cdl on Coach of Speeches for comments.

Cdll on Training Officer. Details of Next Weeks meeting

GENERAL BUSINESS
7.25 Announce “1 declare General Business open”

( Proceed to conduct General Business
giving priority to items previously foreshadowed).

Item foreshadowed by SpKr..........coovviiiiii i,

7.40 Announce “| declare General Business closed.”
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Call on Coach of Meeting for comments.
Thank Coaches
Farewell Vigitors. ( Hope they have enjoyed the meeting

and invite them to come again )

ViSO SINAMES ... oot e e e e e e e e

CLOSE
7.45 Announce “| declare the meeting closed at .......... p.m.”

MOP YOUR BROW AND HEAVE A SIGH OF RELIEF

( Times shown are an indication only ) Nov 2001

ADDITIONAL NOTES: Use this space for ary notes that can’t be fitted into
space allotted for regular agenda items.



