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Club meeting agenda
Use the sample club meeting agenda below to write down what 
will happen at the next club meeting. Remember to assign each club officer a role.

AGENDA ITEM PERSON LEADING ITEM THINGS TO SHARE

Call meeting to order.

Lead ice breaker activity. 

Lead the Builders club pledge.

Attendance

Introduce guests.

Share notes from last meeting.

Share how much money the club 
has to spend.

Share committee reports. 

Introduce guest speaker. 

Share announcements. 

Other items. 

Close of meeting.
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Be the President

The greatest leader is not necessarily the one 
who does the greatest things. He is the one that 
gets the people to do the greatest things.
RONALD REAGAN

TIP 
Stick to a regular 

meeting day 
and time.

Builders Club Pledge
Congratulations on being elected president. You’re going to be awesome! As president you will help 
motivate and inspire your club. To get started, meet with your fellow club officers and discuss the following: 
The best way to communicate with each other, the vision for the club’s year and goals that the club officers 
would like to achieve this year. Next, read through the IDEA toolkit found at buildersclub.org/IDEA. Along 
with the other club officers, start determining how you will guide and inspire the club to plan and execute 
a high-impact service project.

Planning the meeting 
One of your main jobs as president is to organize your meetings. When planning a club meeting, use the 
following outline:

Before the meeting
•       Set an agenda. This is a list of items you wish to discuss at your meeting.
•	 If speakers or guests are expected, be sure to confirm with them before the meeting.
•	 Assign someone to greet new members and make them feel welcome.
•	 Meet with your advisor(s) to review the agenda and answer questions.

At the meeting
•	 Lead the meeting with support from other officers. You don’t have to do everything!
•	 Make sure the meeting is organized and engaging. 
•	 Start out with a short icebreaker or quote.
•	 Update everyone on the progress of the high-impact service project.
•	 Using the IDEA toolkit, lead the next activity for your service project.
•	 Thank everyone for attending.

After the meeting
•	 Clean up.
•	 Send greetings to members who could not attend.
•	 Ask members in attendance to let non-attendees know what happened.

Check out the IDEA toolkit for club officers at buildersclub.org/IDEA.  
This toolkit will help you guide the club to achieving a high-impact service project.


