
And let us consider how to stir up one another 
to love and good works, not neglecting to meet 
together, as is the habit of some, but encouraging 
one another (Hebrews 10:24-25a).

Are You Ready to Call the Meeting to Order?

Guide me in your truth and teach me, for you are my God and Savior (Psalm 25:5a).
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Meetings are vital to or-
ganizations since they 
build and enhance or-
ganizational cultures, 
disseminate and discuss 
information, build con-
sensus, and generate de-

cisions. Many meetings, however, are often inefficient, 
ineffective, and viewed as a waste of time. In some recent 
studies, business organizations calculated that they were 
losing over $15,000 a day in wasted time as a result of 
poorly-run meetings.
As a leader in the LWML, you are faced with planning 
and chairing meetings on a regular basis. These tips can 
enable your next meeting to be efficient and effective 
whether you are in the same room or conducting busi-
ness using a conference call, WebEx, or Skype:
• Pray that God will guide your planning.
• Set a purpose statement, goal, and theme for your 

meeting.
• Determine a definite time frame, clearly stating both 

start and end times. Show respect for the partici-
pants by adhering zealously to the schedule. Do not 
unilaterally choose to extend the meeting if there are 
still agenda items to be addressed. Rather say some-
thing like, “I am conscious of our end time and that 
we still have agenda items. Do we have a consensus 
to continue the meeting or would you prefer to table 
the remaining items?” Nine times out of 10, the par-
ticipants will want to continue. Sticking to a schedule 
also forces you to keep the meeting focused. 

• Develop a clear, purposeful agenda, which will serve 
as a road map that provides structure to the meet-
ing. Know what you want to accomplish. Set a time-
frame for each agenda item. This will help you plan 
the meeting time. On a district level, consider using 
your meeting manager or your recording secretary 
to help keep your agenda items on track within your 
time frames. If at all possible, distribute the agenda a 
week before the meeting. This way, everyone is pre-
pared for the discussion and there will be fewer last-
minute surprises.

• Focus on the discussion, not delivery, of informa-
tion. If a certain issue will be discussed and pertinent 

materials are needed at a meeting, distribute them 
with the agenda. It is important to give the partici-
pants time to review handouts before the meeting. 
The opportunity to evaluate the content beforehand 
allows for deeper analysis and a richer discussion. 
Then, at the meeting, a short overview of the infor-
mation can be given. Don’t waste the group’s time 
on what participants can do individually; instead, 
use the power of the group for discussion.

• Distribute reports prior to the meeting – possibly 
with the agenda. Encourage the officers/presenters 
to highlight something in their report; the report 
should not be read to the assembly. The presenters 
may say, “The report stands as presented” and the 
chairman might ask if there are any questions re-
garding the report.

• Minutes from the previous meeting may also be 
distributed prior to the meeting. You may ask for 
corrections and approve the minutes as submitted 
or amended.

These are just a few key points in helping you chair a 
successful, streamlined, efficient meeting. Remember, 
when it comes to conducting effective meetings – “Less 
is More!”



Communication is Vital
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For I know the plans I have for you, declares the LORD, plans for welfare and not for evil, to give you a future and a hope (Jeremiah 29:11).

Meetings 101
A great resource from LWML is Meet-
ings 101, which will assist with mak-
ing “less is more” a reality for you. 
This guide will help any leader be-
come an expert in planning and lead-
ing an effective and efficient meeting.
Some of the highlights of this re-
source include:
• Identifying types of meetings;
• Leader preparation tips and

processes;
• Strategies to make your LWML

meetings flow smoothly; and
• How to put PIZZAZZ in

meetings.
Follow the link at the bottom of the 
page to take you to this valuable re-
source. On the “Developing Leaders” 
Web page click on the link “More Re-
sources available here.” Use it and 
share it with your LWML sisters who 
are in leadership positions.

An Agenda of Brevity
What are the components of a good agenda? The presiding officer’s 
agenda should be streamlined, but still needs to provide the components 
to conduct business in an orderly fashion. Here is a brief sample agenda 
that can be adapted for use at any meeting:

1. Call to Order
2. LWML League Pledge
3. Devotion
4. Roll Call and Minutes of

Previous Meeting
5. Reports of the Officers
6. Unfinished Business
7. New Business
8. Motion to Adjourn
9. Closing

Sample agendas are just one tool 
found in the new LWML resource The 
Planning Zone – a revision of ZOOM. 
It is an important asset for leaders 
on society, zone, and district levels. 
It is available as a free download on 
the “Developing Leaders” Web 
page at http://www.lwml.org/
developing-leaders or can be 
ordered for a small fee from the 
LWML Catalog (#75202).

Another resource included in The Planning Zone focuses on communication, 
which is vitally important to any relationship if it is to be healthy, proactive, 
and satisfying. One portion of this document addresses the different avenues 
for communicating:

Using email for regular contact makes communication relatively easy. 
For those who do not have Internet access, a telephone call is probably 
the next best means of communication. Of course, using the U.S. Postal 
Service is always an option.

• Check email at least once a day; reply immediately. If you need to
research an answer, acknowledge that the mail was received and let
the sender know that a detailed reply will follow soon.

• Open postal mail immediately and send a reply within three days.

LWML Resources
To find, read, save, and print FREE downloadable LWML resources from the Leader Development 
Committee go to http://www.lwml.org/developing-leaders or order them for a small fee from the 
LWML Catalog.
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