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Running A Business Meeting 

1. The President is in charge, keep control of the meeting, do not be afraid to tap the gavel 
or gently redirect sisters to business. Avoid getting off track or having the subject 
change. 

2. Start meetings on time. You encourage sisters to be on time by having your hostesses 
ask for all to be seated. 

3. Meeting time should be less than an hour, 40-50 minutes is ideal. Presidents should 
remind sisters that it is a business meeting; social discussions should be kept until after 
the final gavel. 

4. It is a good idea to take the password at the door and have a committee report signup 
sheet. 

5. The treasurer should have all bills prior to the start of the meeting. 
6. Committees are formed to make decisions, not every decision needs to be discussed. 

(ie. What food will be served at a social). 
7. Remember, under “for the good of the chapter” items go in the minutes. This is not 

sister update or personal “brag” time. Hospitality is for sister updates and please 
consider a brag time after the final gavel. 

8. A visiting P.E.O. sister needs to be asked to leave if you are voting on membership. 
9. Your preparation will decide whether the meeting runs smoothly. Relax! 

 

 

Tools for the President 

 Do the training on our International website. 
 Review the IOLC (Instructions for Officers of Local Chapters), it will answer most of your 

questions. 
 The constitution is updated every two years after International Convention.  You should 

have one from January of 2016. 
 Your chapter by-laws should be updated every two years.  
 Make sure the MML is read/reviewed at chapter meetings. Many sisters do not 

read/receive this publication. (2017-2018 it will be quarterly). 
 An officer meeting in the spring is vital to plan and set expectations. 
 Family Meetings are to be held annually. Have the more detailed meeting to begin and 

every two or three years.  An abbreviated meeting works in other years using the 
Personal Checklist and the PQP. Family Meeting occasions should be in the Yearbook. 

 



THE FAMILY MEETING 

PREREADING: 

Our P.E.O. Core Values 

 This is distributed prior to the Family Meeting and outlines  how P.E.O.s demonstrate 
our five values, how we use our “voice” to communicate these, and what this common voice 
forms our Sisterhood “personality”. 

THE MEETING: 

• Introduction (2-3 minutes) 
Sample: We are going to spend some time today have a family meeting to help all of us 
become more aware of our chapter’s strengths and areas for growth. This type of 
meeting is designed for every sister to have a voice. I hope you have had a chance to 
read the P.E.O. Core Values. Briefly the sheet stated… (Read the 3 boxed in areas on the 
handout). Let’s all keep these in mind as we go forward.  

• Laying the Groundwork ( 10 minutes 5 for each part) 
Our first task is to identify what makes our chapter unique and what we have in 
common.  (Distribute sticky notes of two colors to each and give directions.) On the 
yellow note write a couple of words that describes, “What P.E.O. means to me”. On the 
white note write a couple of words that describes, “What I bring to P.E.O.”. When you 
have finished stick your note on the proper chart.  
Review the two charts and have sisters identify patterns/commonalities.  

• The Work  
Brainstorm Chapter strengths. (2-3 minutes) and then group them according to 
categories, (up to 5 minutes). The categories most often encompass the sisterhood 
component of P.E.O., the Philanthropies, and Programs/Activities. 
Brainstorm Areas for Growth for the Chapter (2-3 minutes). This will be a shorter list. 
Group these as you did before (up to 5 minutes). These categories will focus on 
membership, fund raising, taking care of absent sisters, social activities etc. 

• The Plan 
This section is the focus of the meeting but will not be successful without the 
groundwork and the work portion. At this point sisters will be focused and involved. 

1. Select two goals, realistically more is setting the chapter up for defeat. (5 
minutes) It should be obvious from the brainstorming what areas have surfaced 
to the top. Some common examples are:  fundraising need, new member need, 



reaching out to sisters, better programs, coming together outside the regular 
meetings, meetings particulars (length, time of day etc.). 

2. For each select and scribe a long term goal and a short term goal.  It is important 
to set a time/date and not just “this year we will…”. 
Ex: By March we will have one new member to our chapter. (Long term) 
 By December we will have a social activity and will invite friends (short term) 
Ex 2: By March we will have reached out 3 times to our 5 sisters unable to attend      
meetings. (Long term) 
By October we will have developed a list of ideas for making contact. 

3.  Keeping the “What I Bring to P.E.O” in mind, for each goal set a 2 – 4 week goal. 
Ex: At the next meeting we will brainstorm social ideas and set a date. (In a 
larger chapter you may have the social committee do this.) 
Ex 2: Can we have two people compile a list of sisters complete with addresses, 
birthdays, living situation, etc. by next meeting. 

• The Homework 
 The goals will be scribed and distributed to all sisters within the week. The 

homework is think about them AND write down thoughts and ideas for the next 
meeting. 

 Complete the Membership Challenge Checklist. This checklist can be modified to 
better fit your chapter/goals. 

 
• The Assessment 

Check on steps at each meeting or as needed. Do an informal assessment such as rating 
how it is going on a scale of 1-5 after 3 months and after 6 months. Share your goals and 
assessments in your President’s letter.  
Long term you will find some goals are repeated but given a different focus. The original 
list will supply other goals. 
 

• The Future 

The full family meeting should be done every two to three years. In other years the 
process can done in other forms such as The PQP and the Personal Checklist but goal 
setting needs to be the focus or a meeting on an annual basis and should be listed in 
your yearbook.  

 

 



Materials Needed for the Family Meeting 
 Sticky notes in two colors for each sister 
 Chart size paper (tagboard or freezer paper also works) 
 Markers 
 Copies of Our P.E.O. values for those without a computer (distributed by 

email or copy at the meeting prior to the Family Meeting) 
 Copies of Personal Challenge Checklist (if using) for homework. 

 
WHO’S IN CHARGE? 

A successful family meeting takes preparation to make it run smoothly. It should be discussed 
with the officers first so they can be counted on to begin sharing portions of the meeting. Like a 
business meeting it needs to be focused while still encouraging participation. The facilitator 
does not have to be the President but should be someone who is familiar with the chapter and 
has some P.E.O. experience. The facilitator can contribute but should keep comments limited 
and make sure not to be taking charge of the ideas. The scribe needs to help with the “Laying 
the Groundwork”, “The Work”, and “The Plan” sections. The timekeeper is in charge of keeping 
everyone to the time constraints. 

 
Resources for Family Meetings 

The information in the President’s Workshop packet is available on the NJ PEO website 
www.njpeo.org  under Family Meetings. 

 The Local Chapter Membership Survey is an individual survey that needs to be 
completed and then returned to be tabulated prior to a family meeting. This is more 
time intensive than the plan shared at the President’s Workshop but is recommended if 
the meeting facilitator is from outside the chapter. It is available on the International 
website under membership. www.peointernational.org  

 SWOT is another group goal setting plan available on the International Website under 
Membership. It is a first stage for strategic planning and also identifies 
strengths/weaknesses/opportunities/threats, (SWOT). 

 International also has a Conflict Resolution section in Membership that is worthy of 
reading by anyone working on planning. It is a program that provides tools to resolve 
conflict and foster communication in a chapter. 

 Other programs/tools too numerous to mention are in the Membership Toolbox, check 
them out! 
 

http://www.njpeo.org/
http://www.peointernational.org/


PQP 

PRAISE  -  QUESTION  -  POLISH 

The purpose of PQP is to review and evaluate accomplishments, set 
goals for the future, and develop ideas for implantation. The format is 
informal free discussion/brainstorming that takes into consideration 

individual strengths and shared visions. 

 

PRAISE – Positive thoughts to build on our strengths 

 What do we like best about our chapter 

 Each member makes a statement 

 

QUESTION – Areas for growth 

 How can we improve? 

 Are there things we would like to see our chapter try? 

 Each member makes a statement or supports an idea. 

POLISH – Assessing our goals 

 Do our goals do the following? 

• Build enthusiasm for P.E.O. within and outside our chapter 
• Nurture old and new members 
• Involve all our members 

 

 

 



 

 



 
 



 

 

 

 

 

 

 

 


