
Order of Business

Call to Order 

“The meeting will come to order.” 

Reading and Approval of Minutes 

“The secretary will read the minutes.….Are there any corrections to the minutes?…The minutes 
stand approved as read….The minutes stand approved as corrected.” 

Financial Report 

“The treasurer will give the financial statement….Are there any questions?…The report will be 
filed.”

Correspondence

Correspondence is read by the secretary and the title of the writer is read first. Longer 
communications should be summarized. 

Officer/Committee Reports 

Officers report in the order of their rank as listed in the bylaws, the president reporting first.
Standing committees also report in the order they are listed in the bylaws.   

Special Committee Reports 

Special committees report in the order they were appointed. 

Unfinished Business 

Business brought from a previous meeting 

New Business 

“Is there any new business?….Is there further new business?” 

Program

The program is usually presented before the meeting is adjourned. 

Announcements 

Announcements should be related to the purposes of the organization. 
 “If there is no further business, this meeting will adjourn…The meeting is adjourned.”
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