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Standard Agenda Template 
Monthly Member Engagement Meeting ( held every 2nd Tuesday of the month) 
Standard Set UP 
· Front table with Rotary Podium and Rotary Bell /Gavel 
· Standard agenda and membership roster on podium 
· Rotary /Canada / Province Flag set up behind podium
· Club stand up banners erected on either side of podium 
· Club laptop set up and displaying meeting agenda on screens or projecting
· Club name tags at entrance – with member greeting each attendee and handing out name tags 
Meeting Schedule :
12:00 Rotarians on duty roster arrive to set up the room 
12:15	Chair welcomes members and takes note of attendees and absences 
12: 17 	Chair asks if any members have guests and asks them to be introduced 
12:20- 12:25 President’s Remarks
12:26 – Speaker Introduction - OR VOCATIONAL talk by member Or Training by members
12:28 – 1250 – speaker and questions
12:50 – Thank Speaker 
12:52 – Membership Minute - Chair selects a member at random and asks what is going in in his her job or business that is exciting or challenging (more if the speaker finishes early) 
12:55 – Fines / 4-way test
1:00 	Happy and Sad Bucks 
1:10 	The week / month ahead – Rotary calendar of events 
1:12 	Meeting Adjourned – “Have a great Rotary week”
1:15 	Duty Roster Rotarians take down the room (flags /banners/podium/laptop) 

Rotarian Duty Roster
1. Meeting Set up - 2 Rotarians arrive by noon to set up the room 
2. Greeter 	 1 Rotarian arrives by noon to greet members 
3. Food Organizer - 1 Rotarian gets pizza/drinks/other and collects $$
4. Introducer 	- 1 Rotarian who introduces speaker 
5. Thanker -	- 1 Rotarian who thanks speaker 
6. Fines 		- 1 Rotarian comes prepared with Rotary trivia or other fun ways to engage group
7. Chair -Rotarian who organizes & chairs the meeting 
· Publishes and tracks responses in club runner 
· Lines up 2 set up Rotarians 
· Lines up a greeter Rotarian 
· Line up a food service Rotarian
· Line up introducer and thanker Rotarians 
· Line up fines Rotarian 
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