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Chair’s running sheet – BREAKFAST MEETING

	
Prior to the meeting
	
· Check the member giving the vote of thanks is aware of duty.
· Check who is going to be the fine sergeant.
· Meet the guest speaker and obtain brief details for introduction.
· Ensure he/she is aware of requirement to finish at 8.00am.


	7.00am
	Sergeant rings the bell and calls meeting to order

	
	Chair:
General welcome
Loyal Toast: to the King and Australia
Ask members to be seated

	
	Introductions:
· Guest speaker
· Visiting Rotarians
· Club guests
· Members’ guests

	
	
Chair’s three-minute talk


	
	
Break for breakfast and to give members opportunity to chat


	7.20
	
Hand meeting over to President for announcements, etc


	7.30
	
Fine sergeant session


	7.35
	
Introduce guest speaker
· Invite questions if time allows
· Call on member to give vote of thanks

	8.00
	
Hand meeting over to President to close the meeting
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