Improving Meeting Order of Business and Commission Effectiveness 
By the Keep Arkansas Beautiful Commission


It continues to come to the Director’s attention that improvements are needed in the structure and conduct of the Commission’s meetings. Therefore, after much thoughtful study, I am offering the following revised agenda suggestions following discussion at the Commission Retreat, April 30, 2009:

New Meeting Agenda: 
The efficiency of our time together can be markedly improved and the actual amount of time required for our meetings can be shortened through the adoption of a new meeting agenda that will allow for accomplishment of the official function and business of the Commission. 
Execution of Commission Business: 
Act 1278 of 1997 directs the Director of the Administrative Office of the Keep Arkansas Beautiful Commission to develop and administer all programs and projects of the Commission; the nine Commission members are appointed by the Governor to serve in an advisory capacity to the Director. In order for both the Director, staff and the Commissioners to effectively perform their duties, certain Commission business matters must be reviewed, with those calling for consent being acted upon during Commission meetings. 
These functions can be best accomplished in a well thought-out, methodical agenda that permits communicating important Commission business, status reporting and program information to Commissioners,  allowing for their appropriate action, without distractions and deviating from the subjective discussion of the matter at hand. To accomplish this charge, these items should be foremost in importance and in the meeting format.
Important information needing to be shared with the Commission that reflects the Keep Arkansas Beautiful mission programs, activities, events and impact is to be submitted to the Director in writing two weeks prior to a scheduled Commission meeting for inclusion in the pre-meeting distribution to Commissioners and staff, and made available at meetings for attendees.

Commissioners who are appointed as official representatives of the Commission at conferences, meetings, events and public speaking occasions are encouraged to file written reports detailing their observations. When some future action or policy regarding the representation is recommended, it should be introduced for discussion under the New Business agenda item.
It is beholden upon Commissioners to review this material as thoroughly as they do the Minutes of the last meeting, the Director’s program status report and the information furnished by supporting staff,  familiarizing themselves with it to determine if it requires action on the part of the Commission.
First Order of Business: 
The Commission Chairman calls the meeting to order and asks for a verbal roll call of those members present. Following, an invocation may be requested to seek divine guidance for applying wisdom and good judgment in our deliberations toward faithfully serving the people of our great state. The Chair may next welcome those in attendance offering a special accommodation to the meeting hosts and seek introduction from guests.
Next Business Action Item: 
The Minutes of the last commission meeting must be approved. Following a motion and second, a voice vote will be called for. The approval affirms that the details of the meeting, as recorded in the minutes, are a true and accurate record of the proceedings and will be officially filed as such in the Commission Minute book over the signatures of the Commission Chair and the Director.

Next Business Action Item: 
The Financial Statement for the most recent month-end period will be presented by the Director, attesting to the fiscal transactions of the commission and reporting its financial condition. Commissioners are to ask for clarification or explanation of any items about which they have questions or may wish for more  information. After a motion and second, a voice vote approves the report as the official financial condition of the commission.
Next Business Item: 
The Director will present a report on the operations of the Keep Arkansas Beautiful Commission and the current status of its Program. An oral report will feature brief highlights of the written Director’s Report that is distributed prior to the meeting to each Commissioner with the Minutes of the last meeting. 
Additionally, during the report the Director may ask supporting staff members to present concise oral reviews of pertinent or timely program details contained within their written reports of the Commission’s programs, activities and projects and to offer useful information regarding panned activities or implementation.
Commissioners are to inquire about any item they may wish to have discussed and offer comments relating to the commission’s operations during this report as they are presented. Any proposed items by the Director calling for discussion, counsel and acceptance by Commissioners will be introduced and then assigned for this action under New Business. 
Next Item: Unfinished Business: 
The Chair will call for reviewing any Unfinished Business that was not resolved during the last meeting. Discussion and appropriate action follow to complete or further extend the issues that remain. Also, actions that have been undertaken or remain in progress that any Commissioner feels should be discussed further are also appropriate at this time. 
The Chair should expedite the introduction, discussion and resolution of any item presented before the Commission utilizing the most orderly and efficient manner possible. Time constraints may be imposed to limit discussions to a specific topic under review. Utilizing this procedure for all issues before the Commission will permit an orderly and timely exchange of information and viewpoints, while preventing protracted, extraneous dialogue.
When all matters are resolved or are assigned for further action or review, the Chair will move to the next agenda item.

Next Item: New Business: 
New Business will first consider any proposed actions requested by the Director or staff during the Director’s  report. After discussion, assent from the Commission may be asked for by motion, second and voice vote, or if requested by any Commission member, by written ballot.
Following, any Commissioner may introduce any new program, business or policy matters that need to come to the attention and relevant discussion before the commission. Those items that materially effect the practical administration of the commission will be taken under advisement by the Director and subsequently reported upon during the next commission meeting.
Items that are endorsed by motion, second and vote will be considered as advised and agreed measures for appropriate action. Items that require further study before consensus is reached for their adoption or rejection, may be assigned to a committee appointed by the Chair, or assigned to any individual who volunteers for such duty.
Next Item: Miscellaneous: 
Oral reports from the Director of the Arkansas Dept. of Parks and Tourism and the Governor’s Staff Liaison, when offered, will be accommodated.  

Any guests, members of the public or representatives of an organization wishing to address the Commission may be invited to do so by the Chair. In the event any presentation results in a request for a particular action or activity by the Commission, the item will be automatically deferred to staff review, with discussion scheduled at the next Commission meeting under the Unfinished Business agenda item.

Next Item: Adjournment:

After announcing the date and location of the next Commission meeting, and soliciting Commissioner’s TR-1 Travel Reimbursement Forms, the Chair will adjourn the meeting.

 Adopting and utilizing this format will permit the Commission to effectively dispatch its official business in a timely and efficient manner. It also allows, through the distributed written reports, a through digest of information pertinent to the Commission’s business for activity and involvement sharing and, when appropriate, may result in the Commission’s action. 

Following this form the New Meeting Agenda will look like this:
First Order of Business: 

· Call to Order

· Invocation

· Roll Call

· Guest Welcome

Business Action Items:

· Last Meeting Minutes

· Financial Report
Business Items:

· Director’s Report

Including Program Status Reports

· Unfinished Business

· New Business
Miscellaneous:

· ADPT / Governor’s Office Reports


Guests Remarks /Other Presentations

Adjournment:
