
 

Buisness Meeting Outline 
For a successful event, plan to start 30 minutes before the children/women you serve arrive. This 
is VALUABLE time for your volunteers as it will be the only time you will be able to communicate 
expectations and procedures. Once the residents you serve arrive and the event is underway it 

can get quite chaotic! This time will allow you to make sure everyone is on the same page. This is 
also a GREAT time to take a cute group photo for your website and social media.  

 
•1st 15 minutes: 
During this time, as everyone is arriving, make sure your volunteers are signing in, 
getting a name tag, getting a shirt if they need/want one, visiting with the 
volunteer coordinator about any outstanding paperwork needs, and just greeting 
each other and getting settled in. 
 
•2nd 15 minutes: 
Once everyone has arrived ask them to gather in a circle so that you can share 
some very important information… 
 
◦Thank everyone for coming  
◦Update everyone on any news such as need for monthly workshop leaders, 
additional volunteer opportunities at the charity that your chapter is promoting, 
upcoming event news for next month, and any other business news. This works 
VERY well in lieu of regular chapter meetings!! Use this time wisely to 
communicate news and needs. 
◦Introduce monthly workshop leader and ask her to introduce the helpers she 
brought with her. This is also a good time to ask the general volunteers for any 
additional help still needed (in case one of her helpers didn't show up) 



◦Ask the volunteers who don't have a specific job (with the workshop leader) to 
raise their hand. Spend the next couple of minutes training them on what they are 
to do during the event. Explain that their job is to assimilate into the group and just 
play along with those we are serving. Tell them that the absolute worst thing they 
can do is break off into little groups with another volunteer or two and just chat... 
explain how this makes the clients we are serving feel insignificant. Tell them that 
it will be uncomfortable to reach out, or to sit in between them, etc... but to do it 
anyway! 
◦Ask the volunteer coordinator to share any rules, regulations or any information 
at this time. This is also a great time for her to share other volunteer needs or 
donation needs the charity has. 
◦Explain how the shirts work-‐ $20 donation per shirt and that we need at least 
50% of the volunteers wearing the shirt so it communicates to those we serve that 
we are a group and we come back each month as promised... how every volunteer 
won't be able to return and that is okay because our identity is our group... and as 
long as the group returns... we have kept our promise to return, even if an 
individual volunteer is unable to 
◦Pray together in a circle if you wish. This is also a GREAT time to take a group 
photo! 
 

Announcements: 
(use this empty space below to jot down any announcements/reminders that you might need to make today) 

 

 

 

 

 

 


