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Who Needs an Agenda?Who Needs an Agenda?Who Needs an Agenda?Who Needs an Agenda?

 Communicates informationCommunicates information
 Topics, presenter, timeTopics, presenter, timep , p ,p , p ,

 OutlineOutline
 ChecklistChecklist ChecklistChecklist
 Participants come preparedParticipants come prepared
 Focus for meetingFocus for meeting



An Effecti e AgendaAn Effecti e AgendaAn Effective Agenda An Effective Agenda 

 Start timeStart time
 End timeEnd time End timeEnd time
 Location Location 

T iT i TopicsTopics
 Some detailSome detail
 Time for eachTime for each
 Presenters Presenters 



Reso cesReso cesResourcesResources

 Robert’s RulesRobert’s Rules
 CSNA & SNA samplesCSNA & SNA samples CSNA & SNA samplesCSNA & SNA samples



The Basic AgendaThe Basic AgendaThe Basic AgendaThe Basic Agenda

 Call to OrderCall to Order
 Opening CeremoniesOpening Ceremonies Opening CeremoniesOpening Ceremonies

 Welcome Welcome 
 “God before country”“God before country” God before country  God before country  

 Roll CallRoll Call
 Approval of MinutesApproval of Minutes



The Basic AgendaThe Basic AgendaThe Basic AgendaThe Basic Agenda

 ReportsReports
 Executive CommitteeExecutive CommitteeExecutive CommitteeExecutive Committee
 CommitteesCommittees

 Old BusinessOld Business Old BusinessOld Business
 New BusinessNew Business



The Basic AgendaThe Basic AgendaThe Basic AgendaThe Basic Agenda

 Program Program 
 AnnouncementsAnnouncements AnnouncementsAnnouncements
 For the Good of The OrderFor the Good of The Order

Adj tAdj t AdjournmentAdjournment



S ccess!S ccess!Success!Success!

 RoadmapRoadmap
 Keep on trackKeep on track Keep on trackKeep on track
 Get it to the right peopleGet it to the right people

P t th CSNA b it !P t th CSNA b it ! Post on the CSNA website!Post on the CSNA website!


