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Meetings! Meetings! Meetings!

How many times have you heard a busy executive or manager who is a member of your trade
association complain about all the meetings to which he or she gets invited to participate?

How many times have members of your own associstion staff complained about the “time wasted”
in meetings because “nothing ever gets done?”

Meetings can be an enormous waste of your time, your member’s time and your staff’s time if they
are not well planned and well managed.

This brief brochure is designed to provide you, your staff and the members of yowr associstion
committees with some ideas on how to plan and manage meetings so that you get concrete results
from the time spent in those mectings.

We will follow a simple plan of describing the five “Ws” and the onc “H™ for planning and
What are the five “Ws?” Ask yourself: Who, What, Where, When and Why?
What is the “H?” Ask yourself: How?

Who Called this Meeting?

Whether the meeting is for the Board of Directors or the Commitices of your trade associstion or
even the General Assembly of your trade association, someone has called for that meeting.

Who normally calls for a mecting? The Egyptian NGO Law 153 for 1999 bas some broad
guidelines for trade associations. For example, there must be at least one annual meeting of all
association members called the General Assembly and the Board of Directors usually calls that

meeting.

But for Committees in your trade association, zhe Chairman or Chairwoman of the Commitiee iy
usnally responsible for celling for & meeting of the Commitiee. The secretary of the Commitiee
may send out the notices regarding the meeting. And unless there is an already established date and
time for regular meetings for Committees, the Chairman or Chairwoman of the Committee will
normally call for the Committee to meet.

Personal telephone calls to all members of the Committee are the most kighly recommended
means of communication from the Chair 10 other Commitice members. Sending a fax to
announce 3 meeting is not as personal and will not generste the response that you desire — and what
is the response you desire? You want the members of the Commitiee to come and participate in the
meeting. As one Egyptian trade association executive told me, “I wish our members would give
more of their time to our association.” A personal telephone request to pesticipste will elicit the
responsc you, as the Chair, want to get from your members. A fax can then be sent out to al
members confirming the date, time and place of the mecting and the agenda of the meeting.

When the Chairman or Chairwaomen calls for the meeting, the most important action to take before
contacting anyone at all is to sit down and think sbout the next “W™: What is this mecting about?
What is the purpose of the meeting?



What is This Meeting all About?
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Commitiee members ahead of the meeting time, you will greatly increase the chances of the
meeting being a complete faiture and waste of time for everyone involved.

ij&she@aﬁmmﬂnhmk&sh&mmdmmmkmmwﬂl
your Committee do in the mecting?

The AGENDA should look something like the sample at the end of this pamphlct. It should have a
tile, a date, time and place for the meeting. And, most important of ail, there should be a brief
sentence describing what ke parpose of the meeting is.
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the mecting. So think carefully about what the purpose of the meeting really is!
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each subject being discussed at the meeting. So, include times along with the subjects, as shown in
the sample AGENDA st the end of this pamphlet.

Where are we Meeting?
The Agenda must include the place of the meeting. In Egypt, many trade associations have
meetings rooms in their office spaces. Trade Association Committees and Boards of Directors
usually meet in these rooms. But, do not assume that cveryone on your Committee knows
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automatically where the meeting will be held. Tell them by pristing or writing or typing this
information on the Agenda.

For very important meetings, when there may be confidential matters that the Committee will want
to discuss, we recommend that the Chair host such a meeting at his or her own home. The
Commitice members will be in 8 more informal, relaxed setting and will be comfortable sharing
their views on confidential or controversial matters before the Committee.

If the Committee wants to have a working dinmer, perhaps as a reward for their hard work all yesr,
some Committees will also meet in private dining rooms in hotels or in private rooms in restsurants
where they can share and enjoy a meal together while still discussing busincss and reaching
decisions.

The setting, the place where a mecting takes place contributes greatly to the success or failure of the
mecting, so think about where your Commmiittee will be most effective. Usually, a conference room
at the Association headquarters will suffice for most Committee mectings.

But before each and every meeting, the Chair needs to think about the purpose of the meeting, what
the expected or desired results are for the meeting, and where you should meet to contribute to

When is the Committee Meeting?

Many Standing Commitiees in trade associstions agree in sdvance 1o meet on & regular basis, on
the same day and at the same time ench and every montk, This is a highly effective way to ensure
that your Committee members know well in advance when the Commiittee will meet so that they
can plan accordingly. The last thing you want to do as Chairman is to be calling 6, 8 or 10 people
on your Committee and trying to coordinate a special day and time for cach mecting you have. You
do not have the time to do this every month.

Even special, or ad-hoc, Commiitees that are appoinied by the Board for specific purposes
should, al their very first meeting, agree on & regulay, set schedule for their mestings, in advance.
This enables all members to discuss what days of the week and time of day are best for them to
meet. This helps ensure maximum attendance and participstion in the Commitiee meetings when
they finally take place. Everyone on the Committee has agreed, in advance, they can be at the
mecting place on a specific day of the week at an agreed upon time.

There will, from time to time, be situations in which an emergency or “ad-hoc™ mecting may be
needed, Again, the Chairman or Chairwomen needs to think very carefully if there is such a crisis
or situation that an emergency meeting is nceded. If an emergency meeting is needed, try to set the
mecting time carly in the moming before members go to work or later in the cvening, after
members finish work. Why? Because you can be almost 100% sure that whenever an emergency
meeting is called, not everyone will be able to come when you want them to come. So, think
carcfully before calling an emergency meeting or any Committee. And, again, you will be wasting
your time and their time by calling and re-calling and confirming and re-confirming a day and time
of the day when several people are availabie o meet. You do not have that kind of time to waste
because you are a busy executive. And your association staff certainly do not have that kind of time
to waste, either!



Finally, the Commitiee Meeting AGENDA must siate clearly at the top of the page, st what time
the meeting will start and at what time the meeting will end. The Committee Meeting is like a
journey on an airplane. Before you get on the airplane, you must know at what time the flight
departs and at what time it will land. The same is true of Committee mectings. Everyone will
expect to know what time the meeting will start and what time it will end. No one will want to
come to your mecting unless they know what time your Committee meeting will “take off™ and at
what time your Committee meeting will “land.” So, be sure to take the time to work carefully on
your agenda and give enough time to discuss all the important matters you nmst discuss and for
which your Committee must reach decisions at that meeting.

Therefore, we highly recommend that regular times on regular days be set for ol Comumitiee
meetings. For example, the Finance Committee may decide to meet the first Tucaday evening of
every month, from 7:00 — 10:00 PM. The Membership Recruitment and Retention Commitice may
meet the second Wednesday of every month from 6:00 - 9:00 PM. The Poliy Advocacy
Committee might meet the third Thursday of every month from 12:00 Noon - 2:00 PM.

Why is the Committee Meeting?

There is nothing more ceriain so guaraniee the success of & meeting than telling the members in
advance precisely why the Commitiee is meeting.

Even though your Committee meets regularly at a specific day and time, cach and every meeting
that the Committec has must have a reason why the meeting is held.

“Well, we are meeting next week because we always meet the second Tuesday of every month to
discuss association busincss.”

This is not a good enough reason to have & meeting.

Why must you meet now? You are probably meeting now because you are analyzing a problem
that your associstion or its members are having and you are trying to solve the problem. And, you
are trying to solve the problem within a specific period of time. That is what Committees do!

So, in stating the purpose of the mecting — the “WHAT is this mesting about?” guestion — be sure
to say WHY this meeting is important and WHY the participation of all members is noeded ot the

This information can also be casily included in your clear snd simple, one-page agenda. For
example: “The Finance Commitiee is meeting to consider a recommendation that annual dues be
raised by 20% and a recommendstion has to go to the Board of Directors before the end of the
month for their action.”

Planning sn effective and ultimately successful meeting requires that all your Commitiee members
know — in advance - why they are meeting. If they do not know why or they do not realize the
sigunificance of THIS meeting, they will be less likely to come and participate and your Committee
will not be successful or effective.

Moreover, if there is information that will be presented at the Committee meeting, soch as the
results of a study or some analysis the Committee asked to be done, this material must be ready well



in advance of the mecting so that it can be distributed in advance of the meeting to all Commitiee

Everyone on the Committes has the responsibility to read any reports or materials passed out shead
of time before they come to and perticipate in the mecting. If any member has not read the
materials or reports prepared for the meeting, this will mean that the meeting will be delayed while
the information is explained to those who did pot read it. This is an inefficient use of everyone’s
time. So, plcase read any materials you receive ahead of time and be prepared to ask intelligent
questions and discuss the material according to the AGENDA.

How to Manage Committee Meetings?

The Agenda and any supporting materials have all been sent or delivered to all the Committee
members. Everyone knows the meeting is set to start at a specific time at a specific place and what
the Committee at this meeting will do. You know who can come and who cannot be present for the
meeting. Now what?

Managing or nmning an cffective meeting is one of the most difficult skills to lean, but anyone
who wants to do so can icarn how to do it! We are going to provide you with some suggestions and
guidelines that will help anyone on your Committee become an effective Chairman or Chairwoman,
including an Acting Chairman or Chairwoman.

First, everyone on the Committee is respomsible for ensuring the success of the work of the
Commitiee and the effectiveness of the Committee meetings. While the Chairperson msy lead,
moderate or direct the Committee mecting, everyone has a role to play, cveryone has
responsibilities and everyone should follow the same rules of behavior at Committee meetings.

There are three “Ps” for ensuring that a meeting has s solid fonndation on whick to build
fowards effectiveness and success. These three “Ps” apply to everyone on the Committee. Without
these building blocks, the meeting will not have a solid foundation.

Be Punctnall Be Politel And Purticipate!

Be Puncinal!

Everyone coming to the meeting has received the agenda and they know what time the mecting will
start. Therefore, it is the responsibility of everyone on that Committee to be on time. Come a few
minutes carly, 50 you have the time to greet your friends and colleagues in the trude association and
on the Commiittee. But do not come late. The Committee has a lot of important business to conduct
and so meetings must start on time.

If we use one of our analogies, and if we compare the meeting to a train or sirplane, the meeting
needs to start on time or it will not reach its destination on time. Trains and airplanes do not wait
for late passengers and neither should Committees wait for late members. It is the responsibility of
the Chair to start the meeting on time. And, if the Chair is late, it is the regponsibility of the Deputy
Chair or staff Coordinator to start the meeting on time as the Acting Chair for that meeting.

Have you ever gone to the movies, settied into your sest and watched the movie begin? Sometimes
the whole plot hinges on the action and dialogue that takes place in the first 5 minutes of the movie.
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As you watch the movie, you realize that if you had missed the first § minutes of the movie, you
would not understand what is happening or why it happens for the next 2 hours of the film.

Yet, as you are sitting there watching the movie, people come in late and sit down next o you.
Imagine that the person sitting right next to you is your friend. She or he starts asking you, “What
did [ miss?” “Who is that?” “What is going on bere? “What has happened so far?”

There is nothing more annoying to someone who has been on time for a movie to be distracted by
someone ¢lse whispering and asking questions while you, the person who came on time, is trying to
follow what is going on up there on the screen.

The same is true for a Committee meeting. If anyone comes late, they disrupt the flow of the
mecting and disrupt the attention of the other Committee members. So, if you are late, please come
in quietly and try not to disrupt the meeting anything by starting to ask questions. Sit down and
listen and you will gradually understand what is going on.

Be Polite!

If you are going to be late to the meeting, please call the Chair and tefl the Chair that you are
running late and will be there at such and such a time, but please encourage the Committee to start
without you.

When you came in to the meeting, be politc and be considerate of all your colicagues on the
Committee. The Committee has important business to discuss and does not want to be distracted,
30 please turn off your mobile telephone.

In one Egyptian trade association meeting, the chairman announced that anyone who did not tum
off his or her mobile telephone risked incurring a fine of 50 LE if the mobile phone rang during the
mecting. If the person receiving the call answered it in the meeting room, without excusing bimself
or herself from the meeting, an additional fine of 50 LE would be demanded. The money so
collected would go to the association, of course.

We are pot recommending that every association start 8 practice like this. But sometimes such a
amall fine is necessary to make members realize that the Committee is serious sbout its work and
that everyone has the responsibility to give 100% of their attention to the matters at hwnd for the
whole time of the Committee mecting.

During the meeting, when a matter is being discussed, be polite. Listen to whst your collcagues on
the Committee have to say. Please do not start talking until the person who is talking finishes what
he or she has to say.

Politeness and considerstion are contagious!! If youn show some courtesy and respect o your
colleagues when they are speaking, they will follow your example and do the same when you want
to make your point.

Participate!

Everyone on the Committec has the responsibility to give their time and best efforts to meke the
Committee itself and each meeting of the Committee a success. The Committee can only be truly
effective if everyone communicates, shares ideas, mskes suggestions and then works together as a
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team to reach consensus on a final recommendation for a course of action. As one trade associstion
executive here in Egypt told us, “We really neced new ideas from our members just as much as we
necd them to pay their dues.”

Participate in the discussions of the Committee.
But also participate in the work of the Committee, in the follow up actions that need to be taken.

You have volunteered to sit on this Committee but your responsibilities do not begin at the start of
the mecting or end at the closure of the mecting. Volunteer for one of the work assignments of the
Committee! Participate in the Committee’s work so that just a few members of the Committee are
not doing the work. You will enjoy the work and you will probably leam something by doing it.

Vohmteers around the world always say that the knowledge that they helped their associstion or
organization with a project is the biggest single factor that gives them pride and satisfaction in
doing volunteer work. Indeed, it is this sense of ownership, of being a stakeholder in the
Comimittee’s work, that makes people good volunteers and keeps them satisfied and wanting to do
more volunteer work.

If Committec members do not participete in some of the work, those not participating soon feel Jess
a member of the team, they become less involved in the cutcome or results and eventuaily, they can
of malaise is for everyone on the Comunittee to be a productive member of the Commitiee. So, roll
up your slecves and get busy!

Managing the Meeting
Stay on Track

The Chair of a Committee normally moderates or manages the meetings. This is done vsing one
simple tool — the AGENDA.

The Chair must be firm about following the AGENDA and sticking to the time that he or she has
allocated for presentation of informstion or snalysis, discussing the information, and building of
consensus towards a final decision and recommendation.

Meetings really are like train or airplane rides. The AGENDA is the map that the Commitice must
Jollow in order to reach its destination. The AGENDA has “stops” along the way, different
subjects that will be discussed, but there is an end in sight and 3 time when the meeting should end.

If the Chair does not adhere to the AGENDA, the meeting will go off-rack, eveniually the meeting
may even get lost, and ultimately never reach it destination nor make all the stops alng the way
that were planned.

If the Chair allows someonec eise to take control of the meeting and direct it off-track, that is the
equivalent of someone hi-jacking an sirplane or a trainn. What happens afier that could be
disastrons.

Thercfore, it is the responsibility of every Committee member to support the Chair and the efforts
of the Chair to keep the merting on track, sccording to the AGENDA, and kecp to the time
allocated.




If new issucs arise that are not on the agenda, they must be “tabled” for discussion at the end of the
meeting or when it is appropriate to do so. Most Commitiees ailow time at the end of their
mectings for “New Business.” (See the sample AGENDA attached.) This is the time for bringing
up any new business that is not already on the AGENDA.

The Chair must be firm in not allowing the meeting to be steered off course. But the Chair should
be flexible enough to allow a point to be made by a committee member; but then the Chair needs to
explain politely that because the point being made is not relevant to the topic or subject being
discussed, and not on the AGENDA, it will have to be “tsbled” or discussed later, until such time

during the meeting as is appropriate.
Be a Good Listener but be Firm

In addition to using the AGENDA to manage the meeting, the Chair should also develop good
said, in your own words, so you are sure of what has been said. Then summarize what has been
said and relate it to the issue at hand.

If the point macde by a member is not relevant to the Agenda item under discussion, politely explain
that this point will have to wait for further discussion, analysis or amplification st some other point
in time during the meeting. Do not judge what has been said as being poorly articulsted. Avoid
any value judgments of what your members say during the meeting.  After afl, like you, they are
volunteers and they want to be heard.

Emmmmll?mw’sm

Inevitably, every Committee has some members who are more vocal or mare comfortable speaking
their minds than others. Therefore, it is the responsibility of the Chair to draw these members out
by encouraging them to offer and opinion, even by asking cach member what he or she thinks of the
motion on the table or the information being presented. The Chair must ensure that each and every
member has a chance to comment and offer his or her ideas on all Agenda items that are discussed.
No one should cver leave a Committee meeting feeling that they were not being listencd to by the
other Committee members or the Chair. This will weaken the committee and make it less effective.

Summing Up and Putting Matters 10 a Vote

At some point, the presentstion of information will end and it will be time for a discussion. Then,
the time for discussion will end and a vote or motion will have to be made. The Chair must take
this responsibility to remind the members that time is running out, piease be brief and give the
member making the presentation to make a recommendation, or the Chair may wish t state a
recommendation, that will be voted on by the whole Committee.

When making motions it is important to be flexibie and clear. The Committee is usually making a
recommendation for action o the Bosrd of Directors, 50 it is very important that the final motion be
crystal clear, with no ambiguity at all. Such as, “The Finance Committee votes in favor of raising
the annual member dues for all members by 20% to begin on January 1, 2001, and recommends that
the Board of Directors implement this decision accordingly.” This is clear and unambiguous.



Consensas and Dissent

Every Committee should strive to achieve consensus in its decisions and recommendations.
However, based on years of experience in this business, we know that while consensus is highly
desirable, consensus is not easy to achieve. Intelligent people can have very different opinions
about what the nature of the problem or issue facing the Association really is and how best to solve
those problems or address those issues. Therefore, it is important for the Committee to realize that
consensus will not always be achievable. Still, this is a worthwhile objective towards which to
strive because it helps maintain tcamwork, cooperation and good will among members,

Good listening skills are extremely important when trying to build consensus.  Human resource
development specialists have written volumes of books on these skills and how to develop them, 30
we will not try to duplicate that knowledge or information here. We will just repeat that anyone
who wants to do s0 can leam to become an effective listener. The first step is to reaily listen to
what is being said - the words ~ as well as the tone in which it is being said. Look for the emotions
that may underlie the point of view of the person speaking. Then, after the speaker finishes, sum
up, in your own words, using neutral or objective terminology, what you just heard the spesker state
was his or ber opinion or concern about the issue being discussed or the recommendstion being
made. Be sure you have grasped the point of that committee member before you move on to the
next speaker or item of discussion.

Good people skills are very important in guiding the Committee or leading the Committee to
complete its work. Members of the Committee should want to know and understand what their
colleagues are thinking about and - to the greatest extent possible — address any concems
accordingty.

However, ultimately decisions have to be made and recommendations given to the Board of
Directors. Thus, it is betier to reach a decision that is supported by the majority of the members of
the Committee than not to take any decision because the Committee cannot find a way to address
one or two concerns of a few Committee members. As a Committee, one cannot afford the inaction
made and, as a result, nothing will get done. Thiz will eventuaily kill the effectiveness of the
Committee,

that unfortunately cannot be met. The Chair shouid be able to explain that the Committee needs to
recoonmend & course of action or decision to the Board and, therefore, a vote bas to be taken and

recommendation made. The Chair should also note, though, thet the Minutes will reflect the
dissenting votes and why a few members dissent.

Finally, recognize the hard work being done by all the volunteer committee members. Volunteers
rarcly get tived of hesring the words, “Thank you” Indeed, the three most important words in the
English language are™ Plesse™ and “Thank you.” With these words, you can persuade your
volunteers to do more and convince than that you appreciate all their efforts on behalf of the
association and its Committee.
Managing the Next Meeting — The Minwtes

One of the most important roles on any Committee and in any meeting, for that matter, is to be the
committee member responsible for teking the Minutes of that meeting. Most Commitiee will

delegate thet responmsibility fo someone on & reguiar basis. Many associations delegate the
Secretarial responsibilities to an association staff person who is a member of the Committee. This
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way, the association staff person will be responsible for maintaining the records of the work and
meetings of the associstion Committee and these can be maintained in the trade association files
along with other records of association business.

The Minutes ultimately become the written record of the Committee mecting and will be consulted
in the future by the Committee when questions srise about what was discussed and what was agreed
to by the Committce. Thus, it is extremely important that the person who records the Minutes be a
very good listener, as well as someone who can sum up what has been said by whom in a few key
sentences, if so asked during the meeting.

If you are the Secretary for the Commnittee, you should try to reiax and not worry sbort trying to be
a human tape recorder. Even professional secrctaries or court transcription secyetaries can take
dictation for only so long before they must rest. The maost important role of the secretary of the
Committee is to have the agenda, know who is speaking, be able to sum up and record in a brief but
accurate way their comments and concerns and, most of all, to be able to record accurately the
results of all final decisions, recommendations and assignments agreed to by the Committee.

In addition, if any issue is raised that is “tabled” for discussion later, it is important that the
Secretary of the Committee note this and then bring it back up again at the appropriate time in the

The Sccretary thus becomes a kind of facilitator, helping everyone clse know where the Comittee
is in terms of progress against the agenda. The secretary can help the Chair keep track of the time
and point out, for exampie, that there are only 10 more minutes left for discussion before a vote
must be taken on the issue or item under consideration,

The Secretary will keep a permanent file or folder of all Committee meeting minutes because
members will — from time to time — raise questions about previous mectings, previous assignments,
and previous decisions taleen by the Committee.

During the Committee meeting, the Secretary should, from time to time, be sure to ask for
clarifications if there is any motion made, decision taken, recommendation made or assignment
taken on by a member, that needs to be clear and comprehensible. The Secretary should have the
most clear and objective record of what was said and agreed (o as well as sny dissent from,
decisions taken recorded in the Minutes of the Comumnittee Mecting.

Afier the meeting ends, the Secretary must be sure to have the minutes typed up in a clear, exsy to
rend formal. Them, the Secretary shouid send ont the Minuies to everyone, especially
highlighting any work assignments that were made or actions thet Commitiee members agreed to
complete in time for the next meeting. This is an imporiant aspect of good Comwwitioe
commaunications. You do not want arryone coming to the next meeting and saying that they “forgot
to do something” that they had agreed to do during the meeting. The Mimutes of the meeting are
your Committee record of who will do what for whom, and by what date.

These Minutes then will be the basis for and help generate the AGENDA for the next mesting.
The Minutes will indicate™ what remains of unfinished business, what — if any - motions were
tabled, what — if any - decisions were postponed because further analysis was needed, and so forth.
These will comprise the AGENDA for the next meeting as well as any regulsr business that the

Without these Minutes, there can be disagreement among members about what decisions were
reached, who would carry the actions out, when the action would be done, and so forth.
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And yet, anyone recarding Minutes st a meeting can make an crror. That is wity the first order of
business at the next Comniitice meeting is to approve the Minstes of the previous meeting. I
there are any corrections to make to any record of what happened and was agreed upon at the
previous Commitiee meeting, this is immediately rectified at the start of the carent mecting.  This
is done because each meeting is a building block for that Committee. And, there must be agreement
among members that the Minutes are correct and are an accurste representation of what was said
and done. ‘This then gives the Committee a sound foundation and agreement with which to start the
current meeting. These Minutes finction as building blocks for the Committee because it helps
build consensus on what the Commitiee has discussed, agreed and done.

Normally, the Minutes of Commitiee meetings will be kept only for members of the Commitice to
read. Rarcly are such minutes ever sent to the Board of Directors or members of the trade
association. However, the Board member who sits on the association Commitiee will be graseful
o have those minntes in time for the next Board of Directors meetings. No doul, one of the
duties of Board members at Board meetings is to report back to the Board on what their Committee
is doing. Having Minutes available in a timely fashion will help the Chair represent the work of the
Commiittee better.

Decisions taken by Committees, recommendations made to the Board by Committees, rescarch or
analysis done by Committees should all be reporied back to the Board and also reported to the
Members. Usaally, the best foram to reporting Commitiee work jo members is through the trade
association newsletter. Such reports can be brief, cicar and to the point. While the reporting
should note what has been done, becanse of delays from the time of the Mecting to the time of issue
of the trade associafion newsletter, we also recommend that the news report on the Commiitee give
mention to what the Conuittee will be doing as well as to what it has done. Mcmbas want o
know what is going to be done in the future for them as well as what has been done already.
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ATTACHMENT: SAMPLE AGENDA

The Grocers Manufactarers Associstion (GMA)
Finance Committee Meeting

Tuesday, July 11, 2000
7:00 — 9:00 PM at the GMA offices

1010 Wisconsin Ave NW
9* Floer, Suite 900 — Coafereunce Room
Washingtoa DC

The purpose of this meeting is to discuss the mid-year financial review and take actions 1 generate
more revenue for the GMA in order to strengthen our financial position.

7:00 PM - Minutes of the Meeting of Tuesday, June 13, 2000 — Secretary of Committee
Amendments to the Minutes
Approval of the Minutes

7:05 PM - Presentation of GMA financial status -- Board Treasurer
Bank accounts, expenditures and revenue generated as of June 30th
Results: GMA is 5% below the target for revenue generation for mid-yesr review

7: 20 PM - Presentation of the Results of a Study — Mr. Roger Wanderful
Analysis of the Members Dues for Other Industry Associations
30 associations surveyed
Results: GMA is in the bottom 50% in terms of dues charged to members
Discussion of results of survey
Motion: should the GMA raise its dues for 2001 to fund more programs for member?
Discussion of motion
Call to Vote

7:50 PM - Presentation of Mobile Phones Member Discount offers — Ms, Sally Smiling
Current mobile phone package available to GMA members
Prospective advantages and disadvantages of new offer
Motion: which offer should GMA accept?
Discussion of motion |
Call to Votz

8:10 PM - Presentation of the Banking relationship with CRESTAR Bank — Board Treasurer
Current banking services offered to GMA and costs to GMA versus foes genersted
Motion: should GMA seck better terms for its banking services from competitor bunks?
Discussion of motion
Call to Vote

8:30 PM - Resignation of Treasurer — Board Treasurer
Discussion of Next Steps for GMA to recruit Treasurer
Recommendation to Executive Director and Board of Directors
8:45 PM - New Business
9:00 PM - Adjourmnment
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