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CFUW ORILLIA 
GENERAL MEETING TEAM TASKS 

 

 

14 Days before Meeting 
 

1. Send a note to (Tech Support or person who looks after communications with members) and 
ask her to send an email to all members asking if they have any Community Events, and/or 
CFUW News, and/or if they would like to be a CFUW One Minute Speaker. This information 
will go out with the Agenda.   
 

2. N.B. Please INCLUDE 3 items in the note to Tech Support:   
 

 
1. Deadline Date for you to receive the information from the above email. Eight days 
prior to the general meeting is suggested. 
2. The name of the Triumvirate member who is assembling the above information 
and therefore who will receive all the above information. This will include requests 
to be a CFUW One Minute Speaker as well as all Event Forms. The Event Forms will be 
forwarded to this same individual by Tech Person as they are received. 
e.g. Please e-mail Triumvirate member’s name at her e-mail address. 
3. Include all of the names of the Triumvirate for this meeting. 
e.g. Thank you, on behalf of your Triumvirate for month of......... 
The Names of all Members of the Triumvirate 

3. Consult with the President for 1) any items she wishes to have on the agenda. (ie: President’s 
Report, Old Business, etc) and 2) any specific timelines  and order of events the President 
wishes to have followed. 

 
One Week Before Meeting 
 

1. Contact Program Chair to determine if speaker requires any audio visual aids and confirm if 
they wish to speak before or after the Social Break.  Find out when speaker told he/she would 
start and how long. 

2. Advise Venue of room set-up, number of tables required, number of expected attendees, 
audio-visual needs. You do this by whatever means works for your club. 

3. Prepare agenda and Community Events. OBTAIN APPROVAL OF THE AGENDA FROM THE 
PRESIDENT BEFORE IT IS SENT to the membership.  PLEASE INCLUDE a PDF version of 
your file attachments.  (PDF is a universal file format that most members will consistently be 
able to read.)  Please ask the President to also approve both the Community & CFUW Events. 
It is suggested that all Community Events be arranged in chronological order.  Once approved 
by President, send to membership via Tech. Support.  (For those who are not able to convert 
the files, Tech Support will be able to help.) 

4. In email message with agenda: remind members to lug-a-mug; bring donation of toiletries (This 
can be expanded if desired.  Example: snacks for Children’s Advocacy Centre); and any other 
pertinent information. 
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5. Contact the volunteer photographer to arrange when and what pictures should be captured.  
(e.g.  Before the meeting starts or at the break.)  There should be a group photo of the guest 
speaker with maybe two others, one on either side.  

6.  The two others could be the member introducing and the member thanking the speaker or the 
president/vice president and another member possibly of the triumvirate.  At least 3-5 photos 
of the speaker should be taken in order to get a good photo with everyone's eyes open!  A few 
other photos can also be taken for the Newsletter and the Website. 

7. Photographer:  Whenever there is a guest speaker, member taking care of Publicity should 
be sent a good photo that includes the speaker (as indicated above) so she can include it in 
her media release.  Please send a variety of photos to member preparing the Newsletter and 
to Tech Support or Webmaster for the Website.  The photos should be forwarded immediately 
following the meeting. 

 
 
Day of Meeting 
 

1. Purchase milk and snacks for social break. Social budget is…….  Give receipts to the 
Treasurer for reimbursement the evening of the meeting. 

2. Arrive at Venue a half hour in advance to ensure room is set-up, banner is on podium, 
microphone is in working order, and prepare refreshments  Indicate where storage items such 
as sugar, napkins etc may be found if  applicable. 

3. Greet members as they arrive. 
4. One member of team to start meeting at appointed hour. Meeting is to last x hours – monitor 

speakers accordingly and try to keep agenda on schedule.  If the speaker is delayed in 
starting, they should still get at least 35 minutes to speak and 10 minutes for questions. 

5. Safety Instructions if Evacuation Necessary:  Before the meeting starts, identify where the 
exits are and advise the membership at the start of the meeting.  If there is an alarm and 
evacuation is necessary, one Triumvirate member should stand at each exit to help members 
out (2 exits) and the third Triumvirate member should check all rooms, washrooms, and 
elevator to make sure no one has been missed.  If a Triumvirate member feels they are not 
capable of these tasks in case of an emergency, they should ask another member to take on 
this task for them. Remain in the designated area until 
Emergency personnel gives the clearance to re-enter the building. (This of course will vary for 
clubs) 

6. One member of team to take minutes. Once team is satisfied with the minutes send to 
President for approval, then they should be distributed to the membership via Tech Support.  
(Person taking minutes should put their name at the top or bottom of the minutes.) 

7. Introduce and thank speaker.  Treasurer will have a cheque prepared for their services as 
determined by Program Chair. Please have a glass of water on podium for speaker. 

8. (Any other clean up or close up procedures) 
 
December and May Dinners 
 

1. Determine venue and menu prior to event. (May need to book venue a year in advance.) 
2. Get membership list from Membership chair. 
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3. Circulate list at General Meeting to determine attendees.  
4. Collect payment and submit to Treasurer. 
5. Inform venue host of expected numbers within allotted time. 
6. Advise venue of room set-up. 

 
7. December:  

- Chair proceedings 
- Find volunteers to i) say grace; ii) provide musical interlude.  

 
8. May:  

- Find volunteers to: i) say grace; ii) give toasts to the Queen, CFUW (local, provincial, and 
national); and iii) member to introduce and thank speaker.   

- Have 3 tables reserved for guest speaker(s), other special guests, and dignitaries if invited.  
- Arrange payment for drinks for special guests if appropriate. 
- Chair proceedings with speeches in between courses.   
- President will want to give Service Awards at end.                                           

 
(Revised September, 2019) 


