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CBLUNG CLUB 
OFACeltS at4ll MeMBelts 
4-H club meetings can be fun and educational when officers 
and members work together. Every officer has a job to do, 
and members have the responsibility to be attentive and re
sponsive. A meeting can really click when officers and mem
bers share in making it enjoyable for all. 

Club officers know that you are there to guide and support 
them. They'll need your assistance often! Be sure to help 
officers and members learn how to make their own decisions. 
Help them consider the alternatives and work to achieve club 
goals. 

WHaTalte 
CLUB MetmNGS 
Fblt ANYWaY? 
Meetings give everyone a chance to think and act together, a 
chance to plan and do things together. Members, leaders, and 
parent's learn from each other at meetings. 

Meetings are a time: 

-to learn. 

-to make plans. 

-to have fun! 
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ALL ABoUT Me8DNGS 
The order of a Business Meeting 
1. Call to order 

2. Opening exercise such as pledge or song 

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 

Programs at the club meeting can be times that: 

-hold and attract members. 

-stimulate interest in individual and group projects. 

-offer opportunities for special member involvement. 
Examples of club programs include: 

-project demonstrations by members; 

-short project meetings conducted by leaders; 

-guest speakers, films, community service projects; 

-special tours, preparation for club projects; 

-special events. 
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Recreation is included in all meetings, even if only for a brief 
time, 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 coop
erative spirit. 

Examples of recreation at club meetings include: 
-mixers, songs, active games, brain teasers; 
-skits and stunts, circle games and quiet games; 
-special seasonal parties, swim or ski activities; 
-folk games and dances, overnight camps; 
-creative dramatics, trail rides, bike hikes; 
-softball or bowling. 

IF THERE'S NO BUSINESS 

When there is no business to be discussed, the president can 
call the meeting to order and ask the secretary to read the 
roll. Then the meeting can be adjourned and the rest of the 
time can be spent on the program and recreation. 
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TIPS FOR BETTER CLUB MEETINGS 

-Officers, committee chairman, and members should know their 
jobs. 

-Basic parliamentary procedure should be used to govern the 
club's business. 

-Only one person should speak at a time. 

-Meetings should start and end on time. They are best planned 
to last 25 minutes or less, so boredom doesn't have time to 
set in! 

-Officers, committee chairman, and leaders should meet before 
the meeting to plan the business agenda. 

-Programs should be planned several months in advance. 

-Every member should be on the program sometime during the 
year. If there are inactive members, ask for their opinions 
during meetings, and find out their interests. Get them in
volved in special club projects. 

-Leaders and parents should support the members and officers 
as they strive to reach club goals. 



GOoD 
CLUB OFACeliS ARe: 
-enthusiastic, tactful, and friendly. 

-prepared to work with each member. 

-willing to see that each member contributes to the club. 

-proud of their jobs. 

-prompt in completing tasks. 

-ready to learn and prepare themselves to do a good job. 

LOOK FOR THESE CHARACTERISTICS WHEN 
ELECTING OFFICERS. 

NOMi~~liONS a~ll 
ELCCJioN oF OFACeltS 
Nomination can be done in two ways. 

1. Nominate from Floor. Members suggest someone for an 
office during the election meeting. The member says, 
"I nominate for (office) 
A nomination does not need a second, although a second 
can be made to show support. 

2. The president appoints a nominating committee at the 
meeting prior to the election. The committee chooses 
candidates for each office and asks them to run. It pre
sents its nominations as a report at the meeting. Other 
nominations can then be made from the floor. When there 
are no more nominations a member says, "I move to close 
the nominations." If the motion is carried, the members · 
then vote on the candidates. 

Voting for officers is usually by ballot. It takes a majority
one vote over half-to be elected. 
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OFFiCel\ DIJliE.S 
Clubs should decide which officers they will need to lead 
the club. Most clubs elect president, vice president, secretary, 
and treasurer. These officers and the organization leader 
usually compose the EXECUTIVE committee. The Execu
tive committee meets before the business meeting to arrange 
the agenda. It gives over-all leadership to the club in reaching 
the group's goals. 

Dunes OF AU. OFFiCERs 
Club officers need to know: 

-duties of their offices and be able to carry them out. 

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

-how to lead a discussion. 

-ways to involve members in identifying programs of their 
interest. 

-a generous supply of good program and recreation ideas. 
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llbliE.S OF Pfl)SID~l 
a~ll Vice PRPSmFrn 
Presidents and Vice Presidents must work together to deter
mine the specific duties that each will have in the club. 
There is plenty for both officers to do. They should deter
mine "who will do what" from the following: 

-presiding at all meetings. (Vice President does this when 
the President is absent.} 

-preparing meeting agenda with Executive committee and 
other committee chairmen. 

-making sure the meeting place is ready. 

-making sure the program is ready. Extending thanks to 
participants. (Vice President is often program chairman.} 

-introducing and welcoming guests. 

-appointing and working with committees. 

-arranging for election of officers. 

-serving as chairman of Executive committee. 

-representing club at county or special occasions. 

-leading officers and members in planning interesting pro-
grams. 
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-obliE.S OF SfclttlraR1 
Accurate club records help maintain orderly business from 
one meeting to the next. They also serve as historical docu
ments. Club secretaries and 4-H leaders need to determine 
what records are important to maintain. 

Duties of the club secretary usually include the following: 

-keeping accurate minutes of all club meetings and the 
Executive committee meetings. 

-keeping a complete list of all members and calling the roll. 

-reading letters to the club at meetings. 

-writing the club's letters. 

-notifying members when and where meetings will be by 
phone, postcard, or in person. 

-serving on Executive committee. 

-assisting in deciding club goals and the annual club program. 

-calling meetings to order when both president and vice 
president are absent. 

-completing all club records and reports. 

Most 4-H secretaries use 4-H M-1, 4-H Secretary's Book. 
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Dones OFTReasliReR 
Club funds should be handled in a business-like way. In some 
clubs the Executive committee establishes a club budget at 
the beginning of the year that guides the club in making 
financial decisions. The president appoints an audit commit~ 
tee to review the books and make sure all is in proper order 
at the conclusion of the year. 

Duties of the club treasurer usually include the following: 

-keeping an accurate record of all money received by the 
club and all money spent. 

-making a report at each meeting including all money col
lected, all money spent, and the balance in the treasury. 

-paying bills only as voted upon by the club and with the 
approval of the leader. 

-turning over funds and accurate records to the newly 
elected treasurer. 

-being involved in club fund raising efforts. 

-serving on the Executive committee. 

Most 4-H treasurers use 4-H M-88, Treasurer's Record Book. 

4-H 
Bake Sa~ 
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OPliot.aL OFFiCE~ 
Clubs may elect members to these offices or the president 
may appoint individuals or committees. It is important for 
the club to provide for these responsibilities. 

CLUB REPORTER-The club reporter keeps the commu
nity informed about special 4-H club and individual member 
activities. Newspaper, radio, and TV reporters should be 
kept informed by this 4-H club officer. This can be done by 
writing news stories, taking photographs, and preparing radio 
and TV announcements. Advance as well as follow-up stories 
are both important. Send copies of these items to your 
county extension agent, too. 

CLUB SCRAPBOOK CHAIRMAN-This member keeps a 
scrapbook of news stories and photographs concerning club 
and member activities. In some clubs, the secretary or club 
reporter may be in charge of maintaining the scrapbook. 
The person who has this job should be able to take photos or 
arrange to have it done. 
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SONG LEADER-Group singing helps club members take 
part, feel more at ease, and center their attention on the pro
gram. The song leader can set the mood for the meeting. 
A good song leader: 

-keeps copies of the music and distributes and collects it at 
club meetings. 

-leads the singing, and is ready for songs anytime. 

-teaches new songs, and sometimes arranges for someone 
else to teach new songs. 

-plans for special musical activities such as special music at 
club meeting or club attendance at community musical 
event. 

RECREATION LEADER-"Piaying" time is important at 
each club meeting because it promotes cooperation and in
creases member interest through active participation. Recre
ation leaders should have a committee to help them so that 
more than one person has an opportunity to lead. Plan recre
ation before the meeting begins so it will fit the ages, space, 
and facilities available. Know the games thoroughly and 
show enthusiasm and self confidence in leading. Plan for 
special recreational events such as parties, picnics, roller skat
ing, etc., throughout the year. 4-H M-5, Fun and Games is 
a good reference for recreation leaders. 
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CoMMirrees 
The president can appoint committees depending on club 
size and what the club wants to do. 

Program-plans and carries out programs at each meeting. 
Involves members and leaders in determining club pro
grams. Program should help clubs reach their goals. 

Membership-makes sure other boys and girls know how 
to join 4-H. Involves all club members in helping find new 
members. 

Recreation-plans for some "fun" at each club meeting. 

Community Service-this committee finds out what the 
club can do to make the community better. To get ideas, 
committee members talk to parents, members, leaders, 
and civic leaders. Ideas are presented to the club for deci
sion. Once the club decides on a project, the committee 
plans for work days, reports on how much has been done, 
and coordinates the project. 

Special events-plans for such club events as parent's night, 
achievement day, club tour, new member orientation or 
camp, demonstration day, etc. 

Special projects-some clubs study a special project each 
year such as Bike Safety, Conservation, Physical Fitness, 
Share-the-Fun, etc. 

Parliamentary procedures are the rules that clubs use in con
ducting their business. These rules provide courtesy and 
justice for each member. They bring order to the meeting 
and help the club make decisions. 
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These are some common rules of order: 
HOW TO BRING UP BUSINESS 

Before a member can bring any business before the club, it is 
necessary to "obtain the floor." To do this, the member 
should stand and say "Mr. President" or "Madame President." 
The president then recognizes the member. To maintain 
order, the president recognizes one member at a time. 

PARLIAMENTARY RULE: Only one member speaks at a time, 
after being recognized by the President. 

HOW TO PASS A MOTION 

1. To make a motion, a member must first "obtain the floor." 
Then, the member states a motion: 

"I move that ... " 
2. A motion cannot be discussed or voted upon unless it has 

been seconded by another member. It is not necessary to 
"obtain the floor" to second a motion. The member says 
"I second the motion." If a motion is not seconded, it is 
declared lost without a vote by the president. 

3. The president generally repeats the motion and asks if 
there is any discussion. During the discussion time, the 
members may wish to change the motion. This can be 
done by the member making the motion with the agree
ment of the member seconding the motion. 

4. After a reasonable length of time for discussion, the presi
dent calls for the vote. The president repeats the motion. 

5. The president asks "all in favor to say 'aye'." "All opposed 
the same sign." The president then indicates whether the 
motion has been passed or defeated. 

PARLIAMENTARY RULE: There can be one motion before the 
group at a time. The steps to pass a motion are: 
1. member is recognized and makes motion. 
2. another member seconds the motion. 
3. discussion guided by president. 
4. president restates the motion. 
5. president calls for vote. 
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HOW TO AMEND A MOTION 

When members decide to add more information to the orig
inal motion, they will need to amend the motion. Steps to 
amend a motion are: 

1. original motion is made and seconded. 

2. discussion. 

3. amendment to original motion is made and seconded. 

4. discussion on amendment. 

5. vote on amendment. 

6. if amendment passes, original motion as amended is voted 
on. 

PARLIAMENTARY RULE: Vote on the amendment before 
voting on the original motion. Then, vote on the original motion 
as amended. 

HOW TO END THE MEETING 

When the business meeting agenda is complete and the presi
dent hears of no further business, he calls for a motion to 
adjourn. Steps to adjourn or end the meeting are: 

1. member is recognized by the president and says "I move 
that the meeting be adjourned." 

2. another member says "I second the motion." 

3. the president says the following: "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.) If the motion passes the president says 
"The meeting is adjourned." 
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PARLIAMENTARY RULE: A motion to adjourn is a privileged 
motion which means that it cannot be discussed. It requires a 
majority vote to pass. 



EVERYONE'S IDEAS ARE IMPORTANT 

Discussion is important at the club meeting to involve all 
members in making club decisions. When the president asks 
if there is any discussion after a motion is made and seconded, 
members can respond by: 

-asking questions so they understand the motion clearly. 

-sharing information that helps other members know more 
about the motion. 

-giving reasons why they think the motion•is good or should 
be changed. 

REMEMBER: Meetings can become too long when discussion in
volves everyone on each business item. Share your ideas in the 
shortest time possible. 

The following sources were used in prepara
tion of this publication: 

Mister Chairman, University of Missouri 
Manual 53; 

4-H Officer's Handbook, Washington 
State University Ext. Bull. 609; 

The 4-H Meeting, Carlton County publi
cation; 

So ... You're an Officer, Uni 4-H Twin 
Cities publication. 
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LEr'S CHEPK ON 
HOW YOU DiD 
Were your club meetings planned? 

Did members help make the plans? 

Did the president and other officers get together 
to plan the order of business for each meeting? 

Were materials and equipment ready? 

Did meetings start on time? 

Were the officers ready to make the meeting go 
smoothly? 

Were committee chairmen ready with their reports? 

Did the president help members take part in the 
discussion? 

Did you follow the order for a business meeting? 

Did you use parliamentary procedure to elect 
officers? 

Did you use circle response or buzz groups to 
work out ideas? 

Did each member carry out his part of the plans? 

Did meetings close on time? 
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 former 4-H mem
bers. 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. We express our thanks to Green Giant for 
their support of the 4-H program. 

The University of Minnesota, including the Agricultural Exoeriment Station, is com-
mitted to the PC'.. UNIVERSITY OF MINNESOTA ts pr~g~ams, facili~ies, 
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