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You have a most important challenge and opportunity awaiting you. 4-H members want interesting, educational, 
and fun club meetings. You can help make this possible! 
Training 4-H club officers is a "first step" on the way to better meetings. Club officers can learn: 
• the duties of the officers. 
• the basics of parliamentary procedure. 
• how to lead a discussion. 
• ideas for educational club programs. 
• recreational activities that are fun for all. 
How will you know whether your efforts in teaching club officers are worth it? How will you evaluate the results? 
These points may give you some cues: 
• During your training meeting, the participants will be actively involved. They will talk and practice as many skills 

as possible. 
• When your training meeting is over, the participants will feel more confident and willing to use the new skills and 

ideas you have helped them learn. 
• When the participants return to their clubs, they will plan and conduct more interesting, educational, and fun 

meetings. 
And what about you? Many of you have served or are currently serving as 4-H officers in local clubs or at the county 
level. In the process of learning and teaching, you'll find that your own personal leadership skills will be sharpened, 
too. 
We hope you enjoy the training retreat. We know that you will enjoy helping others learn to be better 4-H club 
officers. 
Sincerely, 
Uni 4-H Officers and members* 
University of Minnesota 

*Uni 4-H is a collegiate 4-H service club on the St. Paul Campus of the University of Minnesota. Many of our members are former4-H members. 
We enjoy sharing our enthusiasm and skills related-to 4-H. Our club projects include not only club officer and recreation training for county 
groups, but also direct leadership for 4-H groups in the city. We also enjoy social and educational events as part of our program. 
Funds for this publication have been provided by the Green Giant Foundation of Minnesota. 

Issued in furtherance of cooperative extension work in agriculture and home economics, acts of May 8 and June 30, 1914, in cooperation with the U.S. De- ,A 
partment of Agriculture. Roland H. Abraham, Director o! Ag.ricultura~ Extension Ser:vice, University of Minnesota, St. Paul, Minne~ota 55108. The L!f"!iyersity • 
of Minnesota including the Agricultural Extension Servtce, ts commttted to the policy that all persons shall have equal access to tts programs, factltttes, 
and employ~ent without regard to race, creed, color, sex, national origin, or handicap. .. 
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ON OUR Wa110 BeiTeR MeeDNCS 

The 4-H meeting is an important part of the life of a club and its 
members. The club members establish goals and make plans to 
accomplish them at club meetings. When goals are achieved, 
members are happy and excited. Members get "charged up"- ready 
to continue their individual projects and anxious to cooperate in club 
activities. 
Who can plan and conduct exciting and interesting 4-H club meetings? 
The officers are the backbone of the 4-H club. A good beginning 
towards better club meetings starts with 4-H club officers who know 
how to carry out the responsibilities of their offices. 
Club officers are concerned about the club meeting. They have many 
questions about how to conduct the business meeting, how to plan 
interesting programs, and how to provide for the members' social 
interests through recreation. 
The officers kno~ that the open arms of leaders and parents are there 
to guide and support them. They need their help often! 
Officers depend upon the members' energy and power to give the club 
life and meaning. Members should be actively involved. Sometimes 
they act individually or as members of committees. 
The officers and the organization leader must work together to "spark" 
the members and keep the club moving ahead. They form a special 
group called the executive committee. The executive committee 
prepares for exciting, well-planned, and fun meetings. When the 
executive committee is enthusiastic and well-prepared, the members 
will have a better meeting. 
People are important to good meetings. The officers are the key to 
helping everyone get involved in a well-planned and fun meeting. 
Being a good club officer is not an automatic skill. When officers are 
elected, we expect the club members to select persons who are 
enthusiastic and committed to following through on the duties of their 
offices. But usually the officers haven't learned all the skills necessary 
to do a good job. 
Club officers need to know and be able to do many things. They 
should: 

• Know the duties of their offices and be able to carry them out. 

• Know the basics of parliamentary procedure so the club can make 
decisions in an orderly way. 

• Know how to lead a discussion. 

• Have several program ideas as well as knowing ways to involve 
members in identifying programs of their interest. 

• Identify appropriate recreation leadership for the club. 

Are you ready to help 4-H club officers learn and be able to do all these 
important tasks? The lesson plans in this handbook can help you get 
organized for teaching. Use your own good ideas and practical experi
ences as well! 
We're on our way to better 4-H club meetings!!! 
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LESSON PLAN 1 

-oliliE.S OF PM&iD&.l 
a"'-o Vice PR.esmENT 

The president and vice president have important re
sponsibilities in the 4-H club. Members elected to 
these offices should be familiar with the following ba
sic skills: 

Presidents and vice presidents must work together to 
determine the specific duties that each will have in 
providing club leadership. There is plenty for both 
officers to do and the duties must be clearly defined. 
The club will benefit from two active leaders. 

Goals of this lesson 
1. Planning a meeting agenda that will accom

plish the business, educational, and social 
goals of the club. 

2. Using committees to more actively involve 
members in decisionmaking as well as in ac
complishing the business ofthe club. 

4-H presidents/vice presidents should learn to and be 
able to: 

1. Establish a meeting agenda. 

3. Delegating tasks and responsibilities to other 
officers and leaders. 

2. Delegate tasks and responsibilities to commit
tees, other officers, leaders, and members. 

3. Determine appropriate duties for president and 
vice president. 4. Using simple parliamentary procedures and 

rules. 

5. Leading discussions that fairly recognize all 
members and their ideas yet provide for or
derly and efficient meetings. 

Note: Simple parliamentary procedures and rules plus 
basic skills in discussion leadership are included in A 
separate lesson plans. These are particularly impor- 'fiiiiii/J 
tant skills for the president/vice president to learn. 

Ideas to be Taught 

I. Introduction 

The president and vice president have 
important responsibilities in the club. 
The gavel is a symbol of commitment 
to club goals and willingness to involve 
all members in reaching the goals. The 
president and vice president need five 
basic skills to carry out these responsi
bilities. 

II. Planning a meeting agenda 

A. There are three basic parts of a club 
meeting: 

1. Business 
2. Education 
3. Recreation 

What Teacher Says or Does 

Introduce the lesson by telling of the 
importance of the offices of president 
and vice president. 
Review list of five basic skills needed 
by these officers. 
Items 4 and 5 will be included in other 
lessons. The first three are taught in 
this lesson. There are also suggestions 
for dividing officer duties between 
president and vice president so both 
are active leaders. 

Ask group what the three basic parts of 
a club meeting are. (Help group if they 
have trouble.) 
Does it make any difference in which 
order they come during the course of a 
meeting? (They are usually done as 
listed, but on some occasions they are 
mixed to accommodate special guests, 
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Equipment, Supplies 

Gavel that presidents use. 
Poster of five basic skills 
needed by presidents and 
vice presidents: 

1. How to plan meeting 
agenda. 

2. How to use commit
tees. 

3. How to delegate 
tasks and responsi
bilities. 

4. How to use simple 
parliamentary proce
dure. 

5. How to lead a discus
sion. 

Three cards with parts of 
meeting listed on each. 



Ideas to be Taught 

Parts of a club meeting 

B. Within the business part ofthe meet
ing, there are 12 basic sections: 

1. Call to order. 
2. Opening exercise such as 

pledges or songs. 
3. Roll call, introduction of 

guests. 
4. Reading of minutes. 
5. Treasurer's report. 
6. Correspondence. 
7. Bills outstanding. 
8. Reports of committees. 
9. Unfinished business. 

10. New business. 
11. Announcements. 
12. Adjournment. 

Ill. How to delegate tasks and re-
sponsibilities to committees. 

There are two basic kinds of commit
tees: standing and·special. 
Standing committees are active 
throughout the year such as: program, 
recreation, activity, membership. 
Special Committees are active for spe
cial problems or events. 
Committees are useful in accomplish
ing club business because they can: 
• get more accomplished. 
• spread the work load. 
• put concentrated effort on a 

problem. 
• include qualified persons. 
• develop leadership. 
1. Committees must know their as

signments clearly. 

What Teacher Says or Does 

utilize facilities more effectively, or add 
variety to meetings.) 
How much time should be allotted for 
each part? 
(This will vary from meeting to meet
ing. The officers should attempt to 
have a balanced meeting agenda that 
includes something that interests each 
member and helps the club reach its 
goals.) 

We've all attended 4-H meetings. Let's 
see how quickly we can line up a busi
ness meeting agenda using these 
cards. · 
Is there any reason for establishing a 
customary order of business? (Mem
bers appreciate order and know when 
to expect certain items. They can save 
comments for the appropriate time.) 

Tell members about the two types of 
committees. 
Tell why you think committees are im
portant. 
Does a committee always include 
more than one person? 
(Not necessarily if one person can do 
the job.) 

5 

Equipment, Supplies 

One or more sets of index 
cards with basic sections of 
business agenda listed on 
each. 

Write names of types of 
committees on board or flip 
chart. 



Ideas to be Taught 

2. Committee chairperson should be 
designated. 

3. Committees should know when 
their reports are due. 

4. The president should include any 
special limitations in instructions to 
the committees. 

The president should check on com
mittees between meetings to see that 

. necessary committee work is being 
done. 
The president should call for reports 
when committees are ready. The com
mittee report can provide information 
and suggest a course of action. After 
receiving approval, a committee can 
act. 

IV. Duties of President and Vice 
President 

The president has many duties to per
form, including the following: 

1. Presides at all meetings. Start 
and stop on time. 

2. Prepares meeting agenda with 
officers, committee chairper
son, and organizational leader 
before the meeting. 

3. Checks that meeting place is 
ready. 

4. Checks with program partici
pants before meeting and ex
tends thanks for participation. 

5. Arranges for introduction and 
welcome of guests. 

6. Helps officers and members 
plan a worthwhile program. 

7. Appoints and assists commit
tees. 

8. Arranges for election of offi
cers. 

9. Serves as chairperson of the 
executive committee. 

10. Represents club at special oc
casions. 

V. Conclusion. 
The president and vice president have 
very important responsibilities that 
must be carried out to have successful 
club meetings and programs. 

What Teacher Says or Does 

Ask volunteers to read the parts in the 
committee demonstration. 
Have a group outline the steps in ap
pointing a committee and receiving the 
report. (Refer to Ideas to be Taught col
umn for steps.) 

Take a look at the list of duties a presi
dent should perform. 
Are there any duties missing? 
What are the appropriate duties of a 
vice president? (Check on sheet.) 
Should the president assign specific 
tasks to the vice president? (Yes, this is 
very important. The vice president 
should work closely with the president 
and know the specific duties for which 
he/she is responsible.) 

The president and vice president 
should agree on who will be responsi
ble for what. The organization leader 
can be helpful in accomplishing this. 

Review the main ideas in the lesson: 
• establishing an agenda. 
• delegating tasks to committees. 
• determining specific duties for presi

dent and vice president. 
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Equipment, Supplies 

"Appointing a committee" 
demonstration sheet 
(Teaching Help 1). 

Have copies available or list 
duties on board. 



LESSON PLAN 2 

"'DUDE.S OF SrdReJaR1 
The secretary is an active leader in the 4-H club. The 
secretary serves on the executive committee and 
works with other officers to help the club plan and 
reach its goals. Accurate club records help maintain 
orderly business from one meeting to the next and 
serve as historical documents. As the club continues 
through the years, members find the old records of 
interest. They may be useful when making current 
decisions. Club secretaries and the 4-H organizational 
leaders should determine what records are important 
to maintain. It's unnecessary to gather data that is not 
useful. 

The secretary works closely with the organizational 
leader to maintain accurate monthly reports and the 
club's yearly summary in the secretary's book. In some 
clubs, a scrapbook chairperson is appointed to collect 
clippings and photos. 

Goals of this lesson 

Club secretaries should know how to: 

Secretarial duties also include correspondence. The 
secretary reads and answers letters that come to the 
club and sends letters on behalf of the club when 
instructed to do so. 

1. Record meeting attendance and participation 
in special activities. 

2. Write accurate minutes of club meetings. 
3. Read secretary's reports, call the roll, and carry 

out other duties at the club meeting. 

In some clubs, the secretary is responsible for notify
ing members of meetings and special activities. This 
may be done in person, by phone, or postcard. 

4. Gain assistance in completing additional sec
tions of the secretary's book. 

Ideas to be Taught 

I. Duties of secretary 

The duties of the club secretary usually 
include the following: 

1. Keeps accurate minutes of all 
meetings. 

2. Keeps a complete list of all 
members and calls the roll. 

3. Reads letters to the club at 
meetings. 

4. Writes the club's letters, such 
as thank you letters and re
quests for information. 

5. Notifies members when and 
where meetings will be by 
phone, postcard, or in person. 

6. Serves on the executive com
mittee. 

7. Assists in deciding club goals 
and the annual club program. 
Adds this information to the 
secretary's book. 

8. Calls meetings to order when 
both president and vice presi
dent are absent. 

9. Works with the club reporter 
and leaders to complete other 
sections of the secretary's 
book. 

5. Write club letters. 

What Teacher Says or Does 

How many of you have served as a 
club secretary? 
(Wait for response.) 
When you think of the club secretary's 
duties, what comes to mind first? 
(Wait for response.) 
I have a list of nine duties of a secretary. 
Let's see how many of these you re
member. The one you mentioned is a 
good beginning. Are these duties the 
same in all clubs? (Probably not. The 
officers and leaders need to meet so 
they agree on who will dowhattasks in 
their particular club.) 
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Equipment, Supplies 

Flip chart (have someone 
from the group write the du
ties briefly as they are men
tioned) or handout. 



Ideas to be Taught 

II. Recording meeting attendance and 
participation in special activities. 

The secretary calls the roll at each 
meeting and records attendance in the 
secretary's book. In some clubs a rec
ord of attendance at special club activi
ties is also recorded. The secretary 
should carry out this duty in an inter
esting way (see suggestions in next 
column). 

Ill. Accurate Minutes of Meetings 

The minutes of the meeting should in
clude: 

1. Name of club, hour, date, and 
place of meeting. 

2. Name of presiding officer and 
roll call, iftaken. 

What the teacher says or does 

let'.s take a look at the secretary's 
book. The inside cover provides basic 
information for the secretary that we 
will discuss more fully in a few min
utes. 
Pages one through three are important 
pages. They record club goals and the 
names of club leaders. 
We'll talk more about how the secre
tary receives this information when we 
discuss program planning. This is an 
important task for the whole club but 
not the responsibility of the secretary 
alone. 
Turn to page 4. The 4-H leader can help 
the secretary record the names of 
members in alphabetical order using 
the club enrollment cards. 
Ask group to tell of interesting roll call 
ideas. 
At each meeting, the president asks the 
secretary to call the roll. How can this 
be done in an interesting and useful 
way? (Something personal such as fa
vorite food; name of favorite 4-H proj
ect or progress made on 4-H project 
since last meeting; idea, for club ser
vice project; or what I liked best about 
the last club party.) 
If the club officers and leaders decide 
to record participation in project and 
special meetings as well as special 
member recognition, the members 
may report this as part of the roll call. 
Some clubs have a special sign-up 
sheet at each meeting. The secretary 
transfers this information to the secre
tary's record book. 
Ask group for any suggestions about 
this portion ofthe secretary's book. 
Don't prolong the business meeting 
with long data-collecting periods! 

The minutes help the club members 
recall the decisions that were made at 
the previous meeting. 
let's take a look at a sample record of a 
club meeting. 
What information is given? 
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Equipment, Supplies 

Distribute copies of 4-H B-1, 
4-H Secretary's Record 
Book. 
Review first eight pages. 

Sample minutes of a meet
ing (Teaching Help 2). 



Ideas to be Taught 

3. Business transacted including 
all motions, results of votes, 
and actions to be taken. 

4. Statement about the program 
and recreation. 

5. Statement that meeting was 
adjourned. 

IV. Know the secretary's duties at the 
meeting. 

The secretary usually sits next to the 
president. During the meeting the 
president asks the secretary to do the 
following: 
• Call the roll. 
• Read the minutes. 
• Read correspondence sent to the 

club. 
The secretary also advises the presi
dent on business items and proce
dures as requested and needed. 

V. Completing other parts of the sec-
retary's book • 

Counties vary in how complete they 
expect the secretary's book to be. Each 
club should determine the need for 
completing various sections ofthe sec
retary's book. 
In most cases, the club reporter could 
assist in providing clippings and pho
tos. 
The organizational leader can be help
ful in completing the annual club sum
mary. The leader and secretary must 
decide what data should be collected at 
the beginning of the year so the secre
tary can keep necessary records 
throughout the year. 

What Teacher Says or Does 

What information is missing? 
What should be included to assist the 
club in conducting an orderly meeting? 

What are three main things that a sec
retary does at the 4-H meeting? (Ask 
for response.) 
Discussion from group. 
Ask for volunteer to read the minutes. 
Demonstration reading of sample min
utes. 
Role play with President and Secretary 
(teacher acts as president.) 
President: "The secretary will now 
read the minutes of the previous meet
ing.'' 
Secretary: Reads sample. 
President: "Are there any additions or 
corrections? If not, they stand ap
proved as read." 

or, if so, 
"They stand ~pproved as corrected.'' 

Let's quickly look at pages 21 to end of 
book. 
Why would it be interesting and impor
tant to complete the annual summary 
on pages 21 and 22? (Club can see 
progress from year to year; historical 
record; may be basis for county 
award.) 
Who can help with this section? (Adult 
and junior leaders.) 
Check page 23. What are some exam
ples of club highlights? (Examples: All 
members gave a demonstration this 
year. Club service project was to main
tain flower garden in local park. Re
ceived recognition from Men's Busi
ness Association.) 
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Equipment, Supplies 

Teaching Help 2 

Use secretary's book as a 
reference. 



Ideas to be Taught 

VI. Writing letters for the club 

The secretary answers correspon
dence on behalf of the club. The club 
secretary should be alert to situations 
where thank you letters are in order. 
(Letters should be sent promptly and 
be neatly written.) 

VII. Summary 

What Teacher Says or Does 

Check page 24 through 32. Why are 
clippings and pictures of interest? (His
torical value; interesting for members 
to see.) 
Who should help the secretary with 
this section? (Club reporter; member 
interested in photography project; ju
nior leaders; perhaps have club scrap
book instead.) 

The secretary writes letters when in
structed to do so by the president. Let's 
pretend you are the secretary and have 
been instructed to write a letter. 
"Mr. Bruce Smith ofthe Volunteer Fire 
Department gave a tour of the fire sta
tion at the last meeting. The club also 
held its meeting there. You want to 
express thanks on behalf of the club." 
Ask each person to write a thank you 
letter. 
Share letters with another person. 
Ask two volunteers to read their letters 
in front of gr~>Up. Point out good points 
and suggest areas of improvement. 
Why is it important for the club to ex
press thanks to special guests and per
sons who help them? 

The secretary's job of keeping records, Final comments. 
handling correspondence, and notify-
ing members of meetings is important 
to the orderly completion of club goals. 

LESSON PLAN 3 

Equipment, Supplies 

Blank piece of paper and 
pencil. 

DDiies OFlkeasUReR 
The club treasurer should handle the club funds in a 
business-like way. The treasurer keeps accurate rec
ords of income and expenses and should be prepared 
to present a report at each meeting. In some clubs the 
executive committee establishes a club budget at the 
beginning of the year to guide the club in financial 
decisionmaking. All treasurers should complete a final 
report at the end of the year. The president appoints an 
audit committee to review the books and make sure all 
is in proper order. 
The treasurer serves on the executive committee and 
can also be appointed to other committees by the 
president. Fundraising may be a special interest of 
some treasurers. 
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Goals of this lesson 

Club treasurers should know how to: 
1. Enter income and expense items in the treasur

er's record book. 
2. Make a treasurer's report. 

3. Establish a checking account and how and 
when to write checks. 

4. Keep a record of club dues. 
5. Complete the summary page in the treasurer's 

book. 
6. Use resources for a variety of fundraising 

ideas. 



Ideas to be Taught 

I. Duties of treasurer 

The duties of the treasurer are listed in 
the front of the treasurer's book. The 
treasurer is also a member ofthe exec
utive committee and may be interested 
in special club fundraising projects. 

II. Entry of Income and Expenses 

Each item of income and expense 
should be recorded in the record book. 
The balance is figured after each trans
action. 

Ill. Making treasurer's report 

The treasurer's report at the club meet
ing includes the following items: 
• Balance on hand as of previous re-

port. 
• Itemized and total receipts. 
• Itemized and total expenditures. 
• Balance on hand and date. 
• "Respectfully submitted" and name 

oftreasurer. 

What Teacher Says or Does 

The treasurer's duties are listed in the 
front of the treasurer's record book, 
4-H M 88. Let's review them quickly 
and see whether you have any ques
tions. 

Tell the participants how important it is 
to record income and expenses accu
rately. Demonstrate use of ledger 
page. 
Use the following sample list of club 
transactions so that the participants 
complete at least seven transactions. 
Be sure each person is completing 
each item accurately. Sample list of 
club transactions: 

1. Balance brought forward is 
$20.60. (September 15) 

2. Dues at first- meeting- $2.10. 
(September 18) 

3. Payment to Greens' Floral for 
corsage- $4.00. (September 
20) 

4. Payment to Mrs. Jones, decora
tions for the Get-Acquainted 
Party- $1.39. (September 20) 

5. Dues at second meet
ing- $2.20. (October 18) 

6. Bake Sale receipts- $25.30. 
(October 30) 

7. Sally Smith- posters for Bake 
Sale- $.89. (October 30) 

Tell participants what a treasurer's re
port includes. 
Ask each person to prepare the trea
surer's report based on above transac
tions. 
They can use bottom of sample ledger 
page to figure report. 
Ask for volunteer to give the report. 
Demonstrate the President's response 
-"Are there any questions? If not, the 
report will be filed for audit." 
See whether anyone would make any 
changes in the verbal report. 
Ask if others would like to present their 
reports for practice. 
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Equipment, Supplies 

Copies of treasurer's record 
book, 4-H M 88, for each per
son. 

Sample ledger page and 
pencil for each participant 
(Teaching Help 3). 



Ideas to be Taught 

IV. Writing Checks 

The treasurer writes checks only after 
the club and leader authorize payment. 
The check should include the following 
information: 
• Date 
• Pay to the order of... 
• Amount (in numerical form) 
• Payment for what? 
• Signature oftreasurer 

V. Recording club dues 

Club dues are determined by the club 
members. Some clubs collect dues at 
each meeting. Other clubs collect dues 
atthe beginning oftheyear. 

VI. Preparing summary page 

The treasurer completes the summary 
page in preparation for the audit com
mittee and the newly elected treasurer. 
Accuracy is important. The "balance 
on hand" should be equivalent to the 
final balance on the ledger page. 
Be sure to complete other information 
accurately and completely with the as
sistance of the organization leader. 

VII. Fundraising Ideas 

What Teacher Says or Does 

Ask participants when bills should be 
paid. (After the club and leader author
ize payment.) 
Demonstrate writing a check, telling 
about each part. 
Using the ledger sheet examples, have 
participants write checks on the prac
tice form for the expense items. 

Demonstrate how the page is com
pleted. Ask ifthere are any questions. 
How do you record this in the ledger? 
(Total income for meeting is entered.) 

Tell about the summary page. Ask par
ticipants to complete the summary us
ing information from the sample led
ger. 

Equipment, Supplies 

Flip chart. 
Sample check form or se
cure actual sample checks 
from a bank (Teaching Help 
4). 

Flip chart or refer to "dues" 
page in treasurer's record 
book. 

Sample summary page 
(Teaching Help 5). 

If there is time in your program, ask the group to share their fund raising ideas. This is often a problem for clubs. 
The treasurer may be the most appropriate officer to be familiar with various fundraising options. 
Some fundraising ideas include: 
• Selling services (raking leaves, washing windows, weeding gardens, etc.) 
• Product sales 
• Marathons (walking, dancing, bike riding, etc.) 
• Fair booths 
• Extravaganzas 
• Donations; gifts 
• Concession stands 
• Commodity donations 
• Auctions (of various types) 

VIII. Spending Funds 
Some clubs have the problem of maintaining large balances in their treasuries. Good financial planning by the 
executive committee and leaders should insure that funds raised during the year are utilized by the members who 
raised those funds. In some cases, a club may be saving funds over a long period of time for a larger trip expense 
or special purchase. Club members should be made aware of this long-term club goal on an annual basis. -
If there is time in your program, consider alternative uses of club funds. Some examples include some form of 
recognizing new members such as new members' camp; special tours, concerts, or educational activities; a 
special activity for 4-H families or international visitors; a community service project such as tree planting or 
flower garden. 
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LESSON PLAN 4 

Dunes OF CLUB R.8Poll181l 
The club reporter may be elected or appointed to of
fice, depending upon the tradition of the club. The 
reporter's job is very important to the club. It includes 
keeping in contact with news people (radio, television, 
press) as well as reporting the club and individual 
member news accurately and in an interesting style. It 
is helpful if the reporter can take or arrange for photo
graphs. 
Beyond reporting the news, both advance and follow
up stories, the club reporter should collect clippings 
and photos for the secretary's permanent record or the 
scrapbook. Often the county extension agent is inter
ested in club stories and pictures. The reporter should 
send special items to the county extension agent, too. 
If the club is large and has a regular newsletter, the 
club reporter may have this as a responsibility or be 
actively involved in its production. 
The reporter tells the public about what the club and 
individual members are doing. Whether the club is 
known as a group that is going someplace and is get
ting things done depends primarily on the club re
porter. 

Teaching club reporters 

These resources would be helpful in teaching club 
reporters the essential skills to carry out the duties of 
their office. 

• Contact a local newspaper editor and/or radio or 
television station to see whether they would provide 
a training program. The editor can help the reporter 
learn how to prepare copy and photos for that parti-

LESSON PLAN 5 

cular paper. At the same time, the editor may be 
more inclined to print copy from reporters that he 
has trained. 

• Reporting 4-H Club News, Information Service Se
ries No.4, Agricultural Extension Service, University 
of Minnesota (available from Bulletin Room, 3 Coffey 
Hall, 1420 Eckles Ave., University of Minnesota, St. 
Paul, MN 55108). This one-page fact sheet contains 
the basic principles of writing a news story. 

• The Reporter's World: Teaching Kit for 4-H Report
ers. This is a new programmed-learning package 
from the New York State Cooperative Extension Ser
vice (available from the Extension Audio-Visual Li
brary, 442 Coffey Hall, 1420 Eckles Ave., University of 
Minnesota, St. Paul, MN 55108). It is recommended 
for beginning writers and as a refresher for those 
with intermediate skills. The kit includes slides, a 
synchronized audio cassette, leader's guide, and a 
reporting game. 

Training opportunities for club reporters 

• State 4-H Communications Conference. This 
conference held in March or April includes in
depth training in print journalism, photogra
phy, graphics, and radio. 

• State 4-H Arts-ln. This conference held in mid
August includes a communications major for 
teens interested in journalism and photogra
phy. Basic training is provided during the Arts
In week. Delegates then return to the State Fair 
and prepare news articles for home-town 
papers throughout the state. 

-oiSCIJSSior4 LCaDFRStliP 
Knowing how to lead a discussion is a useful skill for all 
4-H officers and members. This lesson is planned pri
marily to assist the club president and members learn 
discussion leadership skills at the club meeting. 
Discussion leadership skills can be used at other times, 
such as: 

• Executive, standing, and special committee meet
ings. 
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• Family, school, and other group settings. 

In all these situations, the group members are involved 
in gathering information, determining different 
courses of action, and trying to arrive at a group 
decision. 
Discussion is important at the club meeting in order to 
involve all members in making club decisions. If every
one's ideas are included in a decision, they will feel 



better about the decision and be more cooperative in 
doing their parts. 

Goals of this lesson 

4-H club officers should: & 
The president should know how to handle these fre
quent problems that may happen when he/she says "Is 
there any discussion?": 

1. Understand why discussion is important at W 
club meetings. 

2. Know the responsibilities of the discussion 
leader. • No one has any ideas. There is silence! 

• Everyone has ideas. The discussion is too long or not 
solving the specific problem. 

3. Be able to handle three discussion leadership 
problems: 
a. no one shares ideas. 

• Time is running short and the group needs to make a 
decision. What is the club going to do? 

b. the discussion is not solving the problem. 
c. end the discussion with a definite decision. 

Ideas to be Taught 

I. Why discussion is important 

Discussion is important at the club 
meeting because: 

1. It is a means of involving mem
bers in making club decisions. 

2. More alternatives have been 
considered so the results are 
likely to be better. 

3. It can contribute to cooperation 
among members. 

4. It can give members recogni
tion through sharing ideas. 

II. Responsibilities of the discussion 
leader 

Responsibilities of the discussion 
leader are to: 

1. BEGIN THE DISCUSSION. An
nounce the topic; tell why it is 
important; help members feel 
that their ideas are needed; ex
plain time limitations on dis
cussions. 

2. ENCOURAGE PARTICIPATION. 
Recognize persons who have 

What the Teacher Says or Does 

Introduction of topic 
We need to begin our session on dis
cussion leadership by thinking about 
why discussion is important at the club 
meeting. Let's think about a recent club 
meeting that you attended. Was there 
much discussion? Did all the members 
participate? How did you feel when the 
discussion was completed? 
You may have remembered some of 
the problems that the group experi
enced in the discussion period. We'll 
learn ways to deal with those prob
lems in a few minutes. But, at the mo
ment, let's consider why discussion is 
important. If we don't know what we 
are trying to accomplish as discussion 
leader, it's very difficult to do a good 
job. 

Instructions for group discussion 
Let's list the ideas you have about why 
discussion is important. I'll go around 
the group and call on you for one idea. 
Each person's idea is acceptable. We'll 
all get a new idea if you share with us. If 
you don't have an idea right away, say 
"pass." Ask volunteer to write ideas on 
flip chart or write short phrases your
self. Summarize the list quickly after 
each person has responded. 

Equipment, Supplies 

Flip chart or blackboard. 

Introduction Teaching Help 6 

The discussion leader at the club meet-
ing is usually the president. However, 
a committee chairperson or junior 
leader may lead a discussion to get 
ideas and/or make a decision about a 
specific business item. In preparing for 
this lesson, I have discovered from a 
variety of sources about discussion 
leadership that there are five primary 
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Ideas to be Taught 

not yet responded; refer ques
tions to the group; know about 
the subject, but don't talk too 
much. Don't worry about si
lence at the beginning, ask 
questions. 

3. KEEP THE DISCUSSION ON THE 
TOPIC. Be sure the group knows 
the goal of the discussion. Indi
cate what additional parts of 
the topic need to be discussed. 

4. MAINTAIN NECESSARY CON
TROL. Be sure everyone can 
hear; act as referee; don't per
mit aside conversation; keep 
contributions brief; summarize 
frequently to indicate progress. 

5. CLOSE DISCUSSION EFFEC
TIVELY. Indicate progress 
made, differences resolved, 
courses of action considered, 
agreement reached on future 
action. Ask members if they be
lieve your summary is accu
rate. 

Ill. How to handle three discussion 
problems 

There are three common discussion 
problems at 4-H club meetings. The 
discussion leader as well as club mem
bers can learn ways that may prove 
helpful in handling these problems. 
A. PROBLEM: No one or only a few per-

sons will share ideas. 
POSSIBLE SOLUTIONS 

1. Leader asks specific questions. 
2. Leader uses special techniques 

such as buzz group, circle re
sponse, or brainstorming. 

B. PROBLEM: Discussion is not solving 
the problem. 

POSSIBLE SOLUTIONS 

1. Leader asks questions to redi
rect the discussion. 

2. Leader proposes that a com
mittee be appointed to consid
er information presented, lo
cate additional information, 
and propose an appropriate 
course of action for the club. 

C. PROBLEM: Time is short and a deci
sion must be made. 

POSSIBLE SOLUTIONS 

1. Leader tells of time limitation 
and asks for motion or pro
posed decision. 

What Teacher Says or Does 

responsibilities of a good discussion 
leader. 
They are: 

1. Begin the discussion. 
2. Encourage participation. 
3. Keep the discussion on the 

topic. 
4. Maintain necessary order. 
5. Close the discussion. 

I'm going to tell you a little more about 
each of these responsibilities. I believe 
that if the discussion leader can carry 
out these responsibilities, many prob
lems during discussions at the club 
meeting can be prevented. 
Use the Ideas to be Taught column as a 
reference in telling more about each 
responsibility. 

We have considered the importance of 
discussion at the club meeting. We 
have also reviewed the responsibilities 
of the discussion leader. 
Now, let's consider some specific 
problems that we may have with dis
cussion at the club meeting. We hope 
to prevent problems by having a well
trained discussion leader. But the dis
cussion leader can prepare for prob
lem situations. 
On the sheet, we have listed three pos
sible problem areas. We don't have 
time to consider each of these com
pletely. Will you identify a problem 
area that you believe is the most com
mon and troublesome to you? 
(When problem is identified, check 
with group to see whether they have 
solutions beyond those listed on the 
handout.) 
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Equipment, Supplies 

Teaching Help 6. 



Ideas to be Taught What Teacher Says or Does Equipment, Supplies 

2. Leader summarizes discussion 
and proposes a decision. 

The discussion leader and members of 
the group need skills in asking ques
tions to help solve these problems. 
Carefully stated questions keep the 
discussion moving in the .desired di
rection. If the discussion leader shares 
personal opinions about the subject in 

· other than question form, the discus
sion will probably end. 

LESSON PLAN 6: 

Parliamentary procedures are the rules that clubs use 
in conducting their business. These rules provide cour
tesy and justice for each member. They bring order to 
the meeting and help the club make decisions. 
Depending on the skills that members have, the club 
can use simple, informal, or formal parliamentary pro
cedures. For example, clubs with primarily younger 
members may use on(';) a few simple parliamentary 
procedures. Larger clUbs with younger and older 
members and officers may more frequently use infor
mal procedures. A county 4-H federation will probably 
use more formal procedures. 
Club officers as well as club members should learn the 
appropriate parliamentary procedures they are going 
to use in making club decisions. Club members need to 
know how important they are in conducting the busi
ness of the group. Through each member's involve-

Summarize this lesson by commenting 
briefly on the need for skills in asking 
questions. It is important in solving al
most all discussion questions. 

ment, the decisions of the club are made in an orderly 
and fair way. 

Goals of this lesson 

The club officers should: 
1. Know the value of parliamentary procedures in 

conducting the business ofthe club. 
2. Understand the simple, informal, and formal 

meeting styles. 
3. Learn basic parliamentary procedures to be fol

lowed in the informal meeting. 
4. Learn ways to help club members appreciate 

the value of orderly business procedures as 
well as the basic skills needed in an informal 
meeting. 

Ideas to be Taught What Teacher Says or Does Equipment, Supplies 

I. Value of Parliamentary Procedure 

Parliamentary procedures should be 
used in the club meeting because they: 
• Provide justice and courtesy for all. 
• Allow for both majority and minority 

opinions. 
• Help the club complete business in 

an orderly and effective way. 

What are the characteristics of a good 
4-H business meeting? Answer "yes" 
or "no" to the following questions: 

1. Should the 4-H club meeting in
clude all members in making 
decisions? 

2. Should 4-H members respect 
the ideas of all members? 

· 3. Do we agree that the "majority 
rules" at club meetings? 

4. Should business be conducted 
in an orderly and effective way, 
one item at a time? 
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Ideas to be Taught 

II. Understand different meeting styles. 

There are three different meeting 
styles: 

1 . Simple style 
CHARACTERISTICS: No formal 
agenda; group discusses busi
ness until they agree on what to 
do; probably no officers; open 
discussion. 
SETTINGS: Project meetings, 
small groups, sessions with 
younger members. 

2. Informal style 
CHARACTERISTICS: Flexible 
meeting agenda; basic parlia
mentary procedures; chairper
son or elected officers; con
trolled discussion. 
SETTINGS: 4-H meetings, 
school/church/civic organiza
tions. 

3. Formal Style 
CHARACTERISTICS: Precise 
meeting agenda; standard par
liamentary procedures follow
ing Roberts Rules of Order; 
elected officers. 
SETTINGS: FFA formal meet
ings, large gatherings, legisla
tive bodies,- 4-H Federation 
meetings. 

Ill. Basic Parliamentary Procedures for 
the Informal meeting 

The president prepares an agenda to 
use at the meeting. 
• Call to order- president. 
• Secretary's report- approval 

needed. 
• Treasurer's report- accepted for 

audit. 
• Business items- acted upon 

through motions, seconded, and 
vote called for. 

What Teacher Says or Does 

5. Should the club meeting be 
short and concise rather than 
long and boring? 

If you answered "yes" to all questions, 
then you agree with the results gained 
through use of parliamentary proce
dures. 
Summarize by referring to the Ideas to 
be taught section. 

How many of you use parliamentary 
procedure at your 4-H meetings? (Wait 
for response) 
Now would you classify your meeting 
style as: simple? informal? formal? 
Let me explain each of these and then 
you classify your meeting style and use 
of parliamentary procedure. (Describe 
each style). 
In what settings would each of these 
styles be appropriate? 
(List settings that group identifies and 
ideas you have.) 

We are going to learn the basic parlia
mentary procedures that can be used 
in an informal style meeting. 

1. At the president's training ses
sion, you learned about the 
business meeting. This is an 
important beginning to an or
derly meeting. 

2. How does the president call the 
meeting to order? ("The meet
ing will come to order.") 
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Equipment, Supplies 

Flip chart or poster. List 
characteristics of each style. 



Ideas to be Taught 

• Committees used to streamline busi
ness meetings but involve more 
members. 

• Adjournment- voted upon. 

Another important aspect of an infor
mal meeting is that the president keeps 
good order and recognizes one person 
at a time. 

What Teacher Says or Does 

3. Secretary's report- what 
does the president say? ("The 
secretary will read the minutes 
ofthe last meeting.") Secretary 
reads. ("Are there any addi
tions or corrections? If not, they 
stand approved as read.") If 
there are corrections, ("they 
stand approved as corrected.") 

4. Treasurer's report- what 
does the president say after 
this report? ("Are there any 
questions? If not, the report is 
filed for audit.") 
Why doesn't the membership 
approve a treasurer's report.? 

5. Business Items - The steps in 
making a club decision are: 
1. Motion 
2. Second 
3. Discussion 
4. Re-state the motion 
5. Vote 

Let's listen to this demonstration and 
identify the five steps. 

6. Committees are used to 
streamline the business meet
ing and involve more mem
bers in the club decisionmak
ing. 
Was a committee needed in 
this situation? Why? Why not? 
(If the club has enough infor
mation and is generally agreed 
on action, then committee may 
not be necessary.) 

7. On occasion, the club will need 
to amend a motion, such as 
when additional information 
makes the action agreed upon 
more specific. 

8. In adjourning the meeting the 
president may ask for a motion 
to adjourn or a member can 
"move to adjourn." 

9. Demonstrate how the president 
keeps order by using balls. 
Whoever has the ball can talk. 
Others should be quiet and wait 
their turn. What happens if 
there are two or three balls go
ing at the same time? 
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Equipment, Supplies 

Teaching Help 7. 
Demonstration 1 How to 
make a motion. 

Demonstration 2 Referring 
item to a committee. 

Demonstration 3 Amending 
a motion. 

Demonstration 4 Adjourn
ing meeting. 

Two or three balls. 



Ideas to be Taught What Teacher Says or Does Equipment, Supplies 

IV. Helping club members learn or
derly business procedures in the 
club setting. 

Officers are not the only ones who 
should know parliamentary proce
dures. Club members should be 
helped to learn them, too. Demonstra
tions of parliamentary procedures are 
useful at club meetings. Officers and 
their leaders should now be able to 
teach the basics that they want to use 
in their club. Demonstrations could be 
presented at each meeting until mem
bers learn the basic points. Clubs may 
appoint a parliamentarian to listen to 
business and report to club on how 
they are doing at the conclusion of 
each meeting. 

LESSON PLAN 7 

In many clubs, annual goals, monthly meeting plans, 
and special activities are determined in September or 
October. It is important to involve members, parents, 
and leaders in establishing club goals to reflect their 
broad interests. 
Club goals give direction to the club. The executive 
committee can refer to the club goals when making 
decisions about specific programs and activities. Lead
ers and parents can identify special opportunities and 
resources so goals can be achieved more easily. 
Goals may be achieved through decisions made at the 
business meeting, during the educational program, 
and during a recreation time. 
The education programs at the club meeting can: 
• Hold and attract members. 

Summarize this session by challenging 
the officers who have now been 
trained to have demonstrations in their 
clubs for all the members. 

• Stimulate interest in individual and group projects. 
• Offer opportunities for special member involve-

ment. 

There are many resources available for special educa
tional programs that will make 4-H meetings more 
interesting as well as fun. 

Goals of this lesson 
4-H club officers should be able to: 

1. Identify at least three interesting club goals. 
2. Identify at least two ways to involve members 

in planning educational programs. 
3. Share interesting educational club program 

ideas. 

Ideas to be Taught What Teacher Says or Does Equipment, Supplies 

I. What are effective club programs? 

Club programs are effective when 
they: 

• Provide an opportunity for club 
members, parents, and leaders to be 
actively involved in planning them. 

• Are preplanned to include a balance 
of business, education, and recrea
tion. 

• Provide an opportunity for each 
member to gain special recognition 
from the group. 

We're going to begin our program 
planning lesson with a quiz. There 
aren't any correct or wrong answers. 
Will you answer agree or disagree as I 
read these statements: 

1. Club members, parents, and 
leaders should have the oppor
tunity to take part in planning 
the club's goals and monthly 
programs. 

2. Club programs should be care
fully preplanned to include 
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Ideas to be Taught 

• Include community service oppor
tunities. 

• Meet the needs of members and their 
families. 

• Encourage members to participate in 
4-H programs at county, state, and 
national levels. 

• Provide for parent involvement. 

II. What are club goals? 

Club goals are statements that provide 
direction to the club program. They tell 
what the club plans to do, to what ex
tent, and when. They are best devel
oped by members, their parents, and 
leaders. 

Ill. We translate club goals into action 
programs. 

All parts of the club meeting can con
tribute to the achievement of club 

What Teacher Says or Does 

business, educational, and rec
reational activities. 

3. Each member should have an 
opportunity to gain special rec
ognition through a presenta
tion, performance, or exhibit 
before the club as well as other 
groups. 

4. Club activities should include 
some community service activ
ity that will benefit the entire 
community rather than just the 
club members. 

5. Parents of club members 
should be kept involved and 
informed of club progress as 
well as problems. 

6. Major emphasis should be 
placed on the development of 
people rather than on the de
velopment of things. 

7. The program should encourage 
members to take advantage of 
4-H opportunities at the county, 
state, and national levels. 

Although we may not totally agree on 
what is an effective club program, I 
would like us to take a few minutes 
now to do some dreaming. Think 
about your local club. What is your re
sponse to this statement: 
I wish that our club would: 
• have ... . 
• do ... . 
• provide .... 
We have listed a number of dreams. 
Let's translate them into possible club 
goals. Goals tell us what? how much? 
when? Write goals on flip chart as a 
model at first. 
Examples: For our club to .... 
• Use basic parliamentary procedure 

rules at each meeting. 
• Provide special recognition for each 

member, parent, and leader at least 
once during the year. 

A space is provided in the front of the 
secretary's book to list club goals. 
Some clubs write them in the front of 
their program booklets. 

Equipment, Supplies 

Flip chart for listing re
sponses. 
Secretary's book. 

Sample club program book 
from your local club. 

Distribute Aitkin county member inter- Teaching Help 8. 
est club planning form. Explain how it 
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Ideas to be Taught 

goals. Knowing more specific member 
interests can make the action pro
grams more appealing to them. We 
can use a variety of methods to deter
mine member interests. We can also 
use parent and leader interests to 
strengthen action programs. 

LESSON PLAN 8 

What Teacher Says or Does 

can be used at local club planning 
meetings. After the members com
plete the form, there should be a time 
for discussion. Then, the officers 
should summarize the forms and pre
pare a proposed club program. 
You are excellent sources of action 
program ideas for club meetings. 
Think about your own club for a min
ute. What activities, programs, events 
have been especially meaningful to 
you? 
We'll divide into buzz groups of four to 
five people. Each group will get a piece 
of flip chart paper. Record your pro
gram ideas so that others can get a 
program idea. We'll post them around 
the room so that everyone can read 
them. We'll ask questions about those 
we don't understand or want more in
formation about. 
Let's work in our buzz groups for 8 
minutes. 
At the end of 8 minutes, ask the group 
to post their lists and give everyone a 
chance to read and ask questions. 
Summarize session's main ideas. 

Equipment, Supplies 

Flip chart pages and mark
ers for each group of four to 
five persons. 
Masking tape. 

llEC"atiON aT CLUB MEE.liNGS 
Recreation is included in all 4-H club meetings, if only 
briefly, to add relaxation, variety, participation, and 
fun to the meeting. Recreation helps members get 
better acquainted, feel better about themselves and 
others, and develop a cooperative spirit. 
When we think of recreation, we probably think of 
mixers, songs, active games, brain teasers, skits and 
stunts, circle games and quiet games. We can also 
consider such activities as special seasonal parties, 
swim or ski activities, folk games and dances, over
night camps, trail rides, or bike rides. Some clubs en
joy softball and bowling together. Your club members 
and recreation committee will probably think of many 
more recreation ideas as well. 
Clubs vary in how they organize recreation as an im
portant part of the club meetings. Some clubs appoint 
recreation committees or chairpersons for each meet
ing. Recreation leadership as well as special social 
events are determined during program planning at the 
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beginning of the year. Other clubs appoint a standing 
committee for recreation. In this case, each member of 
the committee should have a chance to be a recreation 
leader. No matter how your club organizes for recrea
tion, it is important that a person or committee feel 
responsible for providing recreational leadership. 

Goals of this lesson 

4-H officers should: 

1. Understand the importance of recreation as 
part ofthe club meeting. 

2. Know ways to organize so that recreation lead
ership is provided for the club. 

3. Become familiar with a variety of recreational 
activities that can be used in the club setting. 

4. Know how to plan a good recreational pro
gram. 



Ideas to be Taught 

I. Getting started 

A good recreation leadership work
shop begins by helping persons get 
acquainted and feel comfortable at the 
meeting. 

II. Workshop underway 

Recreation leader should know and be 
able to lead a variety of games, songs, 
stunts, and skits. 

Ill. Importance of club recreation 

We have recreation in 4-H for: 
RELAXATION- It is something to do 
when you don't have to do anything. 
VARIETY- It can be adapted to many 
different situations; it gives you a 
chance to be creative; there is a game 
for everybody. 
PARTICIPATION- It is for everyone 
from young 4-H'er to adult leader and 
grandparents who attend meetings. 
Participation is more important than 
competition. 
FUN - Recreation is a "fun" part of 
4-H because it provides relaxation, va
riety, and participation all at the same 
time. 
TIME FILLER- When you have to wait 
for someone to get ready at a meeting, 
you can fill the waiting time with recre
ation. 
CHARACTER DEVELOPMENT- It can 
provide members sportsmanship, co
operation, fellowship, achievement, 
and public speaking experiences. 
LEADERSHIP DEVELOPMENT- It can 
give leaders understanding of people's 
needs, feelings, and responses; leader 
receives satisfaction and recognition 
when everyone has had fun. 

IV. Organizing for club recreation 

The club needs to arrange for recrea
tion leadership. Who will be responsi
ble? In some clubs a recreation leader 
is appointed. This person involves oth
ers in recreation leadership, too. In 
other clubs, a standing committee is 
appointed. It's important that recrea
tion leadership is assigned. 
What is good recreation leadership? 
ENTHUSIASM - Excitement and inter
est in recreation is contagious and 
spreads to the rest of the group. 

What Teacher Says or Does 

When people arrive at the meeting, 
have a special pencil/paper get-ac
quainted game ready for them to do. 
Use name tags if people don't know 
each other well. First names are ade
quate. This will help the leader too. 

Plan about 30 minutes of a variety of 
recreational activities ending with 
more quiet games before a period of 
group discussion. 

It's always fun to play and relax to
gether. I've enjoyed working with such 
enthusiastic leaders and look forward 
to continued activities in a few min
utes. 
We hope that you will conduct recrea
tion workshops when you return 
home. It is important to train recreation 
leaders so that clubs can have a good 
recreation program. Why do we have 
recreation in 4-H? Can you think of rea
sons why it is important to include rec
reation at club meetings? 
Let's take a look at the reasons I can 
think of. Poster 1. 
Can you think of other reasons? 

Who provides recreation leadership in 
your club? (response) 
There are many ways to organize for 
this important club leadership respon
sibility. 

No matter who is assigned the leader
ship tasks, good recreation leadership 
includes these basics. 
Refer to poster 2. 
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Equipment, Supplies 

Refer to pages 3 and 4 in 4-H 
M-5, Fun and Games, for se
lection of appropriate mix
ers. 
Have materials available for 
name tags. 

Refer to Fun and Games for 
selection of activities. 
Use recreation planning 
form (Teaching Help 9) to 
prepare your 30 minutes of 
activities. 

Make this poster ahead of 
time. 

Poster 1 

WHY RECREATION? 

• Rela><.ation 

• Variety 
• Participation 

• Fun 
• Time Filler 
• Character 

Development 
• Leadership 

Deve loprnent 



Ideas to be Taught What Teacher Says or Does Equipment, Supplies 

·~ PLANNING - Be prepared. Know the 
Make this poster ahead of 
time. 

group, facilities, supplies needed, and 
appropriate activities for the situation. Poster 2 
KNOWLEDGE- Know the rules and 
procedures. Know the words of the GOOD RECREATION 
songs. LEADERSHIP IS: 
CLEAR COMMUNICATION- Use strong • Enthusiasm 
voice so all can hear. 

·Planning HUMOR- Laugh with, not at, persons. 
Be constructive and positive. • Knowled9e 
ADEQUATE EQUIPMENT- Have • Clear Communitabon 
enough supplies. Take care of equip-

• Humor ment. Consider using economical sup-
plies. • Adequate 
RESPONSJBILITY- Have control of E~uipment 
group at all times. Leave room better • Responsibility 
than you found it. 
KNOWING WHEN TO STOP- Kill a • K.nowinqwhen 
game at peak of excitement so they'll to Stop 
want to play it again. 

V. Different types of club recreation 

Club recreation should include a vari- In the Fun and Games booklet, we find Distribute Teaching Help 9: 
ety so that all members and situations a good variety of games and activities Recreation Planning Form. 
can be included. listed. Let's see what is included. Our- Distribute 4-H M-5, Fun and 
Types of recreation: ing our recreation time, we played a Games. 

'~ • Get-acquainted, mixers number of these games. 
Flip chart or blackboard. 

• Circle games Now let's think of other forms of club (Use two persons to record 
• Relays recreation. Let's "brainstorm" and ideas as they may be listed 
• Table fun make as long a list as possible. In very quickly.) 
• Stretchers brainstorming, all ideas are worth-

• Skits and stunts while. What recreation ideas work in 

• Brain teasers 
your club? (Refer to Ideas to be Taught 

• Seasonal parties 
column for other recreation ideas.) 

• Swim or ski events 
• Folk games and dances 
• Overnight camps 
• Trail rides 
• Bike hikes 
• Softball 
• Bowling 
• Etc .... what is ·of interest to club 

members? 

VI. Planning good club recreation 

The recreation leader will plan activi- We've talked about why recreation is Poster 3 
ties considering the following factors: important, qualities of a good leader, 
AGE OF GROUP- Select games and and type of recreation. Now it's time to 

TYPE OF RECREATION songs that the youngest and oldest can design a recreation plan. 
USED DEPENDS ON: 

play and sing. • Size of <3roup 
FACILITIES - Select games appropri- • Facilities 
ate for the meeting location. Consider • Attire 

~ using the out-of-doors. • Time Available 
ATTIRE- Consider what people will • Interest of Group 
be wearing: formals or grubs; slacks or 
dresses. 
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Ideas to be Taught 

TIME AVAILABLE- Do you have 10 
minutes or an hour? 
INTEREST OF GROUP- Select activities 
that are fun for the majority. Divide into 
groups with separate leaders if inter
ests vary and the group is large. 
There is a general model for planning 
recreation, building from the more 
quiet to more active, exciting and then 
concluding. 

OPTIONAL COMPONENTS FOR THIS 
LESSON 

VII. Learning more games 

VIII. Practice planning and teaching 

IX. Problem-solving in recreation 
leadership 

What Teacher Says or Does 

Refer to the Recreation Planning Form. 
Let's review the model for recreation. 
This may guide your choice of activi
ties. 

lftime permits, teach additional games 
and songs. 

Divide into groups of 8 to 10 persons. 
Each person should plan and lead a 
game to practice recreation leadership. 

At conclusion of recreation time, ask 
what event went right and what could 
be improved. 
Ask group members to identify specific 
problems they have in club recreation. 
See what solutions the group can sug
gest. Add ideas that you have. 

Planning Your County Officer 
Training Workshop 

Equipment, Supplies 

Distribute Teaching Help 9: 
Recreation Planning Form. 

The following questions are designed to help you think 
about how you will share information learned with 4-H 
club officers in your county. Add other questions that 
you think are also important. 

If a workshop is needed, then answer these questions 
as you plan: 

1. Do the 4-H club officers in our county need a 
training program? What are the problems or 
situations that could be solved by offering a 
training program for officers? 

2. Is a workshop the best way to meet club officer 
training needs? What other ways could we help 
the club officers learn? 
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1. What should be the workshop goals? What will 
the officer know, feel, and be able to do as a 
resu It of the workshop? 

2. Who should be invited? Which officers? Orga
nization leaders? 

3. When should the workshop be held? Date? 
Time? How much time is needed to reach our 
goals? 



4. Where should the workshop be held? Does the 
meeting place provide space for small group 
discussion? 

Workshop Agenda Who teaches? 

6. The planning committee- who is the chair
person? 

Jobs to be done Who will do it? 

5. What should the workshop agenda be? Who 
will teach and what equipment/supplies are 
needed? 

Supplies 

7. What jobs need to be done to get ready for the 
workshop, who will do them, and when should 
they be completed? 

When done? 

8. How will we know whether our goals have been reached? What are plans for evaluation? Can certain kinds of 
evaluation information help us in planning for next year? (Include evaluation plans in above list of jobs to be 
done) 
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REFERENCES AND SOURCES 

References to use in your training program 

4-H B-1 4-H Secretary's Record Book (revised 1973) 
4-H B-88 Treasurer's Record Book (Revised 1973) 
4-H M-5 Fun and Games (1973) 
4-H M-22 On Our Way to Better Meetings (1978) 

· References for Parliamentary Procedure 

4-H B-71 A Handbook for Effective Meetings (1969) 
(This publication provides more detailed 
information on officer duties, prepara
tion for the meeting, and parliamentary 
procedure.) 

Robert, Henry M., Roberts Rules of Order Revised. 
Seventy-fifth Anniversary Edition, Scott, 
Forseman, and Company, 1951. 

Sturgis, Alice, Sturgis Standard Code of Parliamentary 
Procedure. Second Edition, McGraw-Hill 
Book Company, 1966. 

Sources used in preparing this handbook 

4-H B-1 4-H Secretary's Record Book, University of 
Minnesota (Revised 1973) 

4-H B-88 Treasurer's Record Book, University of 
Minnesota (Revised 1973) 

4-H M-5 Fun and Games, University of Minnesota 
(1973) 

4-H B-71 A Handbook for Effective Meetings, Uni
versity of Minnesota (1969) 

Parliamentary Pete, published by the National Associ
ation of Parliamentarians, Inc. 116 West 
47th Street, Kansas City, Missouri 64112 
( 1969) 

Parliamentary Procedure Junior Leader Guide, Lead
ership Leaflet #4 prepared by J.W. James, 
Assistant State 4-H Club Leader, New 
Hampshire. 

Michigan State University, Cooperative Extension Ser
vice Club Officer Leaflet series #510C 
(1970) 

Mister Chairman, 4-H Club Officers Handbook, U n iver
sity of Missouri, College of Agriculture, Ag
ricultural Extension Service. Manual 53. 
September 1956. 

4-H Officer's Handbook, Cooperative Extension Ser
vice, College of Agriculture, Washington 
State University, Pullman Washington. Ex
tension Bulletin 609. May 1971. 

So, You've been Elected Publicity Chairman! Occiden
tal Life Insurance Company of California, 
1151 South Broadway, Los Angeles, Cali
fornia. (1953) 

Reporting 4-H Club News, Information Service Series 
4, University of Minnesota, Agricultural Ex
tension Service. 

Discussion Traps: Avoid Them, Communications Bul
letin 15. University of Minnesota, Depart
ment of Information and Agricultural Jour
nalism. (1967) 

Leadership of Youth Groups, a series prepared by 
Farmland Industries, Member Services De
partment, P.O. Box 7305, Kansas City, Mis
souri 64116. 

Teaching Helps 

The following pages include copies of materials that 
you received during the club officer training retreat. 
They provide specific examples of problems to be 
solved or serve as a reference. 
You may want to use some of these handouts as you 
teach. Please duplicate the handouts that are useful to 
you. Change or modify these handouts to fit your situa
tion. 

Additional copies of the handouts are not available 
from the State 4-H Office. 
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Demonstration: Appointing a 
Committee 
Five persons are needed for this demonstration: presi
dent, members (Bill, Joyce, Bob) and Mrs. Schafer, 
leader. 
SITUATION: In planning the club program the club 
agreed that they wanted a Christmas party on Decem
ber 14. The president isn't sure what the members 
would like to do at their Christmas party. It is now the 
October meeting and the president has decided to 
appoint a planning committee. He/she feels that all the 
members should have an opportunity to suggest ideas 
for the party. 

President: In our club program, you'll remember 
that we decided to have a Christmas party on De
cember 14. Tonight I'll appoint a planning commit
tee so there is plenty of time to plan a good party. 
I've asked our junior leader, Jenny, to serve as 
chairperson ofthe planning committee. 

Jenny and I think that the party will be more fun if 
we have your good ideas to use in planning. We'll 
spend a few minutes brainstorming now. Think 
about what you would like to or could do. What 
about food? Games? Where should it be held? 
What time? Who should be invited? Should we do 
a service project to share presents with others? 
These are some of the questions you might an
swer. 
O.K. let's take 4 minutes to get your ideas. Jenny 
will write down your ideas. We'll take one idea at a 
time. 
Joyce: My project leader told me we were going to 
learn how to bake bread in December. Maybe the 
foods project members could help with the food. 
Bob: I like hot chocolate, too. Could we bring a 
friend who is not a 4-H member? Maybe he would 
see how much fun 4-H really is! 
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TEACHING HELP 1 

Mrs. Schafer: Our basement recreation room is 
pretty large. If the games aren't too active we 
could all come there and bring parents, too. 
Bill: I like to make presents. Could our Arts and 
Crafts members help us make presents to give to 
others? 
Joyce: What about making Christmas cards to 
send to persons who have helped our club? We 
could sing while we're working on them. 
(We'll pretend that the 4 minutes are up!) 
President: You have many good ideas for the com
mittee to consider. I'll appoint Bill, Joyce, Bob and 
Mrs. Schafer to the planning committee. Please 
have a plan ready for the November meeting. Re
member that our club budget includes $15.00 to 
pay for Christmas party expenses. Jenny, let me 
know if you have any questions. Give any other 
ideas to the committee members. 
Let's hear other new business. 

Discussion Questions 

1. What were the steps the president followed in ap
pointing a committee? 

2. Do all committees need "brainstorming" informa
tion from the members? 

3. Should the president accept volunteers for commit
tees or select persons to be on committees? 

4. Did the president give the committee clear instruc
tions? Indicate what you understand to be the in
structions. 

5. What are the advantages/disadvantages of utilizing 
committees in the 4-H club? 

6. What "bugs" you most about being a committee 
member? What can be done to solve these situ
ations? 
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MINUTES OF CLUB MEETING 

TEACHING HELP 2 
SAMPLE 1 
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MINUTES OF CLUB MEETING 

TEACHING HELP 2 
SAMPLE2 

.J?• / - /J..L 
Place: _ ___...~~~~~==-----Date: c/C.l..~ 1.?,. 197,? Hour:~ 

Present: members /J' leaders 4 parents l visitors I total-.:5'~/!....___ 
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TEACHING HELP 3 

Sample Ledger Page 

Date Description of Income/Expense Income Expense Balance 

Balance at Beginning of Year XX XX 
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TEACHING HELP 4 

Sample Check Form 

Happy 4-H Club 
City, Minnesota 

Pay to the 
Order of 

Memo 

Happy 4-H Club 
City, Minnesota 

Pay to the 
Order of 

Memo 

Happy 4-H Club 
City, Minnesota 

Pay to the 

1. 

,19 __ 

$ 

Dollars 

2. 

,19 __ 

$ 

Dollars 

3. 

______ ,19 __ 

Order of __________________ $. ___ _ 

-----------,---------------- Dollars 

Memo _____ __ 
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TEACHING HELP 5 

Sample Summary 

Starting Balance $. _____ _ 

Total Income for Year $. ______ _ 

Total Income ................................................... ·-------

Total Expenses For Year 

BALANCE ON HAND 
(End of Year) ............................................... ·"~'--------

Date: ______ _ 

Money is in possession of:-------------------------------

Or, is deposited in: ---------------------------------

BANK 

And, the Bank Book is in possession of: _________________________ _ 

This is to certify ....................................................... . 

Signed __________ _ 

Treasurer 
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Discussion Leadership 

I. Responsibilities of a discussion 
leader 
(add your personal notes to this list as the work
shop leader tells you more about each responsibil
ity.) 

1. Begin the discussion. 

2. Encourage participation. 

3. Keep the discussion on the topic. 

4. Maintain necessary control. 

5. Close discussion effectively. 

II. How to handle three discussion 
problems 

A. Problem: No one or few persons will 
share ideas. 
Possible solutions: 
1. Leader asks specific questions, such as: 

• Roger, what do you think of .... 
• John, from your experience at the county 

fair, would you ... 
• Does anyone know of situations where 

this has worked? 
• What has been your thinking on this 

point? 

2. Leader uses special technique such as the 
following: 
• BUZZ GROUP- When member ideas are 

needed to solve a problem, divide into 
small groups and have each group report 
their best ideas back in a short time. 

• CIRCLE RESPONSE- The discussion 
leader calls on each person in the group 
for an idea. If the person isn't ready to 
share, he can say "pass". The secretary 
or notetaker can make a list of the ideas 
for the group to review. 

• BRAINSTORMING- The discussion 
leader divides the group if it is large. A 
time limit is set and the group members 
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tell every idea they can think of in a short 
time. There is no time to discuss or judge 
the ideas. That comes after brainstorm
ing. 

B. Problem: Discussion is not solving the 
problem. 
Possible solutions: 
1. Leader asks questions to redirect the dis

cussion such as: 
• That's interesting, but just how does this 

point fit in with the issue being consid
ered? 

• Let's take a look at the problem from 
another point of view. What would the 
person looking at the display be inter
ested in learning? 

• Are we missing some important informa
tion? 

• We haven't heard from several mem
bers. Would they be willing to share their 
ideas with us? 

2. Leader proposes that a committee be ap
pointed to consider information presented, 
to locate additional information, and to 
propose an appropriate course of action for 
the club. 

C. Problem: Time is short and a decision 
must be made. 
Possible solutions: 
1. Leader tells of time limitation and asks for 

motion or proposed decision such as: 
• May I ask for two or three final comments 

before we close? 
• According to my watch, we're scheduled 

to finish discussion in about 5 minutes. Is 
there a final comment? 

2. Leader summarizes discussion and pro
poses a decision such as: 
• It appears that our group favors several 

courses of action. Would someone like to 
make a motion on the first suggestion so 
we can vote to accept or reject it? 

• As I listen to the discussion, I hear the 
group saying that we should have a 
Share the Fun number. Would anyone 
like to make a motion in that regard? 

Note: Carefully stated questions keep the discussion 
moving in the desired direction. If the discussion 
leader shares personal opinions about the subject in 
other than question form the discussion will probably 
end. 
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Parliamentary Procedure 
Demonstrations 
Adapted from materials prepared by Gregg Webster, 
Uni 4-H member. 
These demonstrations show you how parliamentary 
procedure can help with your meetings. Parliamentary 
procedure is simple rules to speed up meetings and 
make them less boring We will show you how fast 
business items can be acted on, explain some of the 
things we've done, and then let you ask questions. 

Demonstration 1. Making a Main Motion 
Three persons are needed for this demonstration: 
president, treasurer (Bill), member (Chris). 
SITUATION:- The president is calling upon the trea
surer to present an outstanding bill. 
President: Any outstanding bills should be presented 

at this time. 
Treasurer: Mr. President. 
President: Yes, Bill. 
Treasurer: I move that the following bills be paid: 

• to Mrs. Green for party decorations
$1.10. 

• to Jill Smith for officer training lunch
$1.50. 

Member (Chris): I second the motion. 
President: The motion has been made and seconded 

that the following bills be paid: 
• to Mrs. Green for party decorations- $1.10 
• to Jill Smith for officer training lunch- $1.50 
Is there any discussion? 
Hearing none, we will vote on paying the two bills. 
All in favor, say yes. (Wait for response.) 
All opposed, say no. (Wait for response.) 
The motion carries. The treasurer is instructed to 
pay these two bills. 

Note: Only one main motion can be before the group 
at one time. For example, the motion to pay the 
bills must be voted on before another main mo
tion can be presented. 

Demonstration 2. Making two main motions to 
handle the question before 
the group. 

Four persons are needed for this demonstration: presi
dent, members - Bob, Joyce, Chris. 
SITUATION:- It is time to begin planning the annual 
club banquet. The president has asked the members to 
consider the subject of the annual club banquet. 
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Member (Bob): Madame President. 
President: Yes, Bob. 
Member (Bob): I move that our club have an annual 

banquet and all parents, members, and friends be 
invited. 

Member (Joyce): I second the motion. 
President: It has been moved and seconded that our 

club have an annual banquet and that all parents, 
members, and friends be invited. Is there any dis
cussion? 

Member (Chris): I think the banquet is a good idea but 
who will take care ofthe arrangements? 

President: If we decide to have a banquet, I'll welcome 
a motion to appoint a committee. 
Is there any other discussion? 
Hearing none, we will now proceed to vote. 
We are voting on the motion that our club have an 
annual banquet and that all parents, members and 
friends be invited. All in favor, please raise your 
right hand. (Count votes.) 
All opposed, raise your right hand. (Count votes.) 
The motion has passed. 

Member (Chris): Madame President. 
President: Yes, Chris. 
Member (Chris): I move that the president appoint a 

committee of three members and one leader to 
plan the club banquet including date, time, place, 
program, and cost. 

Member (Bob): I second the motion. 
President: It has been moved and seconded that the 

president appoint a committee of three members 
and one leader to plan the club banquet including 
date, time, place, program, and cost. 
Is there any discussion? 

Member (Joyce): Madame President. 
President: Yes, Joyce. 
Member (Joyce): A committee is a good idea. I hope 

they plan as well as last year. 
President: Is there any other discussion? 

Hearing none, we will proceed to vote. We are 
voting on the motion that the president appoint a 
committee of three members and one leader to 
plan the club banquet including date, time, place, 
program, and cost. 
All those in favor, say yes. (Wait for response.) 
All those opposed, say no. (Wait for response.) 
The motion has passed. 
Please let me know tonight if you are interested in 
serving on this committee. I will appoint the com
mittee after the meeting and ask that their report 
be ready at the next meeting. 



Demonstration 3. How to Amend a Main Motion 

Four persons are needed forth is demonstration: presi
dent, members- Bill, Jane, Marilyn. 
SITUATION:- The president indicates that the next 
item of business is considering a flag for the meeting 
hall. 
President: Yes, Bill. 
Member (Bill): I move our club buy a flag for the meet-

ing hall. 
President: Is there a second? 
Member (Marilyn): I second the motion. 
President: A motion has been made and seconded that 

our club buy a flag for the meeting hall. 
Is there any discussion? 

Member (Marilyn): I would like to know how much it 
will cost. 

Member (Jane): Bill and I went to Oaks Hardware and 
found that we can purchase a 3' x5' flag for$12.97, 
which includes the mounting bracket. I move to 
amend the motion by inserting the words 3x5 foot 
flag from Oaks Hardware. 

Member (Bill): I second it. 
President: It has been moved and seconded to amend 

the motion by inserting the words 3x 5 foot flag 
from Oaks Hardware. 
Is there any discussion? 
Hearing none, we'll vote on the amendment to 
include buying a 3x5 foot flag from Oaks 
Hardware. 
All in favor, say yes. (Wait for response.) 
All opposed, say no. (Wait for response.) 
Motion carries. 
We will now vote on the motion as amended if 
there is no further discussion. 
All in favor of purchasing a 3x 5 foot flag for our 
meeting hall from Oaks Hardware, say yes. (Wait 
for response.) 
All opposed, say no. (Wait for response.) 
Motion carries. 
I appoint Bill to take care of buying the flag and 
mounting it. 

Demonstration 4. Adjourning the Meeting 
Three persons are needed for this demonstration: 
president, members- Bob and Chris. 
SITUATION:- The prepared agenda is complete. 
President: Hearing no other business, is there a mo-

tion to adjourn? Yes, Bob. 
Member (Bob): I move that the meeting be adjourned. 
Member (Chris): I second the motion. 
President: A motion has been made and seconded to 

adjourn the meeting. 
All in favor, say yes. (Wait for response.) 
All opposed, say no. (Wait for response.) 
The meeting is adjourned. 

Note: A motion to adjourn is a llprivileged11 motion 
and, therefore, cannot be discussed, cannot be 
amended, and requires a majority vote to pass. 

For further information on specific types of motions, 
see p. 14 in 4-H B-71, A Handbook For Effective 
Meetings. 
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TEACHING HELP 8 

Member Interest Club Planning Form 

Name __________________________________________________________________________________ _ 

What things would you like to do this year in 4-H? This is your chance to suggest club activities for the year. Feel free 
to add to the list 
1. Please mark with an "X" the topics listed below that you would be interested in learning more about at a club 

meeting: 
___ Clothing construction 
__ Personal self-appearance 
__ How to manage my allowance 
__ Rocket building 
__ Art 
__ Theatre 
__ Music 
__ Food preparation 
__ Gardening and plants . 
__ Care of pets 
__ Small engines 
__ Rabbits 
__ Building (carpentry) 
__ Snowmobile safety 
__ Bicycling 

__ Wilderness cooking 
__ The environment we live in 
__ Automobile- cars and driving 
__ Horses 
__ Care and decoration of my room 
__ Effect of drugs 
__ lnternationai4-H exchange programs 
__ State 4-H exchange programs 
____ Careers 
__ Other ________________ __ 
__ Other _______________ _ 
__ Other ______________ _ 

2. Please mark with an "X" the county and outside-of-county events you are interested in getting more information 
about or in attending the event. 

County Events 
__ Educational trip 
__ Demonstration day 
__ Favorite foods show 
__ County fair exhibiting 
__ Public speaking contest 
__ Spring style show 
__ Bike training and rodeo 
__ Cleanup day 
__ Helping at county fair 
__ State exchange 
__ Clothing day 
__ Other _______________ __ 
__ Other _________________ __ 
__ Other ______________ _ 
__ Other _______________ __ 
__ Other _______________ __ 
__ Other _______________ __ 
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Outside of County 
__ Summer camp (9-13 year olds) 
__ Winter camp ( 13 and over) 
__ Camp counselor (16 and over) 
__ Conservation camp 
__ Officertraining retreat 
__ Jr. leadership conference (14 and over) 
__ Citizenship short course (16 and over) 
__ State youth camp (at State Fair) 
__ Working at state fair 
__ International exchange (14 and over) 
__ State communications workshop 
__State arts-in 
__ Other _______________ _ 
__ Other ________________ __ 



3. Please mark with an "X" the activities listed below that you would be interested in participating in as a club. 
Circle the activities you would be willing to help plan and organize. 

Example:_Lcounty Fair Booth 
__ Share the Fun 
_x_Quiz O'Rama 

__ Share the Fun 
__ Quiz O'Rama 
__ County fair booth/banner 
__ County 4-H Council 
__ Achievement night in local club 
__ Farm to Market Day 

__ Club fair 
__ Club tour 
__ Community pride project (Community 

Beautification) 
__ Softball team 
__ Other ________________ _ 
__ Other ________________ _ 

4. Please mark with an "X" jobs you are interested in helping with in your club: 

Giving a club demonstration 
Contacting speakers for the club meeting 
(program chairperson) 
Helping club members with projects 
Helping club members with records 
Leading recreation 
Leading songs (song leader) 

__ Writing 4-H news articles for the paper 
(reporter) 

__ Taking pictures ofthe 4-H club 
Putting together a scrapbook for the club 
(historian) 
Keeping all the financial records (treasurer) 

__ Taking minutes of the meetings and writing 
letters for the club (secretary) 

__ Sending cards for the club (sunshine) 
__ Attending 4-H Council meetings 

Calling 4-H club members to remind them 
of the meetings 
Working on a community pride project 

__ Being a panel member for Quiz O'Rama 
__ Working on the County fair booth/banner 
__ Being in a Share the Fun act 
__ Arranging transportation to county events 

Playing on the softball team 
"Adopting" a new 4-H member for the year 
and helping answer his/her questions 
Conducting club meetings and represent
ing the club for the year (president, vice 
president) 
Organize club "fun" nights (roller skating, 
swimming, etc.) 

Thanks to Aitkin County for providing this sample club planning form. 
September 1977. 
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TEACHING HELP 9 

RECREATION PLANNING FORM 

Instructions: Use this form to plan recreation for your club or group. It will help you know what you are going to do 
and the necessary supplies needed. · 

The Setting: 
Number expected _____________ ____J-'\ge Range of Group _____________ _ 

Facilities ______________________________________ _ 

Time available for recreation ______________________________ _ 

Attire of group (suits, dresses, slacks, jeans) ________________________ _ 

The games and songs I know and the group likes (list below) 

Get Acquainted, Mixers Songs 

Relays and Stretchers Brain Teasers/Skits and Stunts 

Circle Games Quiet Games 

Other Games Other Activities 

Reference for games: 4-H M-5 Fun and Games; Check library for additional references. 
Reference for songs: Natiol1ai4-H Song Book or other group singing references at library. 
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Model For Recreation* 
High 

Amount of 
Excitement 

Low 

Get 
Acquainted Mixer 

UNIVERSITY OF MINNESOTA 

1/lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll 
3 1951 003 292486 9 

Laugh Rest 
Laugh & 
Active Rest 

Visit & 
Refresh
ments 

Bye! 

Beginning of Time End of 
Recreation Meeting 

* Use this chart only as a sample; it does not have to be strictly followed to have a successful recreation program. 

Recreation Plan: 
Name of Activity Who Will Lead? Supplies Needed 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

etc. 
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