
C O U N C IL O F  C H A IR S

H A V I N G  A  
S U C C E S S F U L  
M E E T I N G /  R E T R E A T

S EC TIO NS  DEP AR TM ENT G UIDE

NO VEM BER 
2 0 2 1



C o m p o ne nt s  o f  a  Suc c e s s f ul Me e t ing

A G EN D A

Without an agenda, a meeting can 
ra p id ly be c ome  c ha ot ic  a nd  impor t a nt  

busine ss  ma y not  be  c omple t e d .

S T R U C T U R E

Pa c e , p roc e dure  a nd  re vie w.

P A R T IC IP A T IO N

Re quire  t ha t  e ve ry c ommit t e e  
me mbe r  re por t s  or  ot he rwise  

c ont r ibut e s  a t  t he  me e t ing. 
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Ag e nd a

Reduces Wasted Time and Resources

Allows Committee Chairs and Other 
members to prepare

Encourages Participation

Keeps you on Track

Ensures Important Topics are Covered



Sug g e s t e d  Ag e nd a  It e m s
A P P R O V A L O F  M IN U T ES

Minutes from the previous meeting should be circulated before the 
me e t ing. This  a llows for  c ounc il me mbe rs  t o  re vie w be fore  t he  me e t ing 
a nd  e dit s  be fore  mot ion t o  a pprove  dur ing t he  me e t ing. 

T R EA S U R ER  R EP O R T

If  you ne e d  t o  ge t  your  f ina nc ia ls  f rom t he  St a t e  Ba r  a c c ount ing 
de pa r t me nt  you ne e d  t o  give  t he m 5- 7 busine ss  da ys  t o  ge t  t hose  
upda t e d  re por t s  t o  you. 

M EM B ER S H IP  R EP O R T

Your  se c t ions  de pa r t me nt  lia ison c a n pull me mbe rship  numbe rs  
be fore  e a c h me e t ing. Do you ha ve  a ny me mbe rship  init ia t ive s? 
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C O M M IT T EE R EP O R T S

The se  re por t s  should  inc lude  a ny init ia t ive s  t he y ha ve  p la nne d for  
t he  ye a r  a nd  /or  upda t e s  on init ia t ive s  d isc usse d  a t  t he  pre vious  
me e t ing. 

C LE

CLE pla nning se ss ions  for  t he  ye a r . As in pe rson e ve nt s  a re  s t a r t ing 
t o  p ic k ba c k up  d isc uss ion on in- pe rson CLEs vs . We bina rs  a nd  wha t  
t he  p la n for  your  ye a r  is . 

LIA IS O N  R EP O R T S

St a t e  Ba r  Advisors , Se c t ion's  De pa r t me nt , TYLA, Le gis la t ive  a nd  a ny 
ot he r  lia isons  you ma y ha ve  on your  c ommit t e e s . 



St r uc t ur e

Maintain a comfortable 
pa c e  t o be  re spe c t ful of  
e ve ryone 's  t ime , a nd  ke e p  
t he  me e t ing produc t ive . 

P a c e
Ke e p t he  me e t ing 
orga nize d  a nd produc t ive  
us ing pa r lia me nt a ry 
proc e dure s . 

P r o c e d u r e
Ta ke  t ime  t o re vie w t he  
se c t ion's  goa ls  a nd  
init ia t ive s  se t  for t h in t he  
a ge nda . Disc uss  progre ss  
t owa rds  t hose  goa ls . 

Re v ie w
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Once you have reviewed the 
d e c is io ns  m a d e  in the  m e e ting , 
yo u ne e d  to  ta ke  tim e  to  p la n ne xt 
s te p s . Se t c o m m itte e  m e e ting s , 
d e a d line s , a nd  fo llo w-up s  b e fo re  
the  m e e ting  is  a d jo urne d . 

Fo r w a r d  
Thinking
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P a r t ic ip a t io n

H YB R ID

Offering zoom options 
re move s ba r r ie rs  for  
a nyone  who’s  
unc omfor t a b le  me e t ing in 
pe rson or  s imply c a n’t  ma ke  
t he  in- pe rson me e t ing due  
t o  sc he duling c onf lic t s .

A T T EN D A N C E

Curre nt ly we  a re  e xpe c t ing 
a bout  60 - 70 %  of  t yp ic a l in-
pe rson a t t e nda nc e  a t  
me e t ings . 

C O V ID  P R O T O C O LS

Things t o  c onside r :
• re quire  ma sks in 

me e t ing room
• re que st  ne ga t ive  COVID 

t e s t  be fore  a t t e nding
• soc ia l d is t a nc ing whe re  

possib le
• pla n ope n a ir  or  out s ide  

d ining opt ions
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