	Location/Venue Name
Youth Leadership Agenda
Session 8, TT:TT – TT:TT, Month DD, YYYY

	Coordinators:
	Name Name, Name Name, Name Name

	President: 
	Name
	Vice President:
	Name

	Secretary:  
	Name
	Sergeant-At-Arms:
	Name

	Itinerary

	Introduction
	TT:TT – TT:TT
	Name

	[bookmark: MinuteTopicSection][bookmark: MinuteItems]Icebreaker
	TT:TT – TT:TT
	Name

	Prepared Speeches
1) Name	2) Name
3) Name	4) Name
5) Name	6) Name
	TT:TT – TT:TT
Green: 3 mins
Yellow: 4 mins
Red: 5 mins
	

	Table Topics
	TT:TT – TT:TT
	Name

	Break
	TT:TT – TT:TT
	

	Speech Evaluations
1) Name	2) Name
3) Name	4) Name
5) Name	6) Name
	TT:TT – TT:TT
Green: 1 mins
Yellow: 1½ mins
Red: 2 mins
	

	Self-Evaluation Part 2
	TT:TT – TT:TT
	

	Quizmaster
	TT:TT – TT:TT
	Name

	Ah Counter
	TT:TT – TT:TT
	Name

	Grammarian
	TT:TT – TT:TT
	Name

	Timer
	TT:TT – TT:TT
	Name

	General Evaluator
	TT:TT – TT:TT
	Name

	Graduation Ceremony
	TT:TT – TT:TT
	Name

	Feedback Forms
	TT:TT – TT:TT
	Name

	[bookmark: MinuteAdditional][bookmark: _GoBack]Thank you all for coming! Stay tuned for Advanced Leadership Sessions (for returning participants) at naylp.com to continue developing your communication and leadership skills.





Meeting Roles
Quiz Master:  Write down 20 questions from various parts of the meeting.  Ask these questions to test the listening skills of the audience when called to do so.
General Evaluator:  Fill in the general evaluation form with your thoughts about how the meeting ran.  Include points for improvement as well as what you thought went well.  Provide an oral (spoken) report at the end of the meeting.
Ah Counter:  Listen for filler words such as ‘ah’, ‘um’, ‘you know’, etc. and say the word OUT LOUD as soon as you hear it.  Document who uses the words on a tally sheet.  Provide an oral (spoken) report at the end of the meeting.
Timer:  Note the actual start time for each meeting segment.  Time how long each prepared speaker and impromptu speaker speaks.  Provide an oral (spoken) report at the end of the meeting. You can use a cellphone as a stopwatch.
Table Topics Master:  Prepare 7-10 questions to use in the impromptu speaking segment of the meeting.  
Final Thought:  Provide an inspirational quote or story when called to do so.
Snack Master:  With your parent’s permission, bring small juice boxes and a small snack (granola bars, Rice Krispy squares, crackers, etc.) to pass out at the break. Bring enough for 20 participants. Please make sure snacks are vegetarian. (No meat or animal products.)

Executive Roles
President:  You will preside over the entire meeting, introduce speakers or other meeting roles, and shake hands when speakers come up.  Lead the applause enthusiastically when the speaker is done! You will be emailed the script and agenda a few days before the session.  Print out 20 copies of the agenda (double sided), and ONE copy of the script and bring it with you.  Read the script enough times so you are familiar with how the meeting will run.
Vice President:  You will be the backup for the President in case the President cannot make the meeting.  Contact the President the day before the next meeting to check if the President is still able to come.  If not, you will have to perform the role of President as noted above.  On the last session in your term (either session 4 or 8), if you have not had a chance to fill in for the President you will do so on that day.
Secretary:  You will keep attendance records in signup sheets.  You will document who actually spoke and fulfilled the meeting roles.  You will provide an oral report at the start of each meeting.
Sergeant-at-Arms:  You will help set up the meeting room and distributed meeting agendas/handouts.  Make sure everyone has their name card.  Greet people as they come in – shake their hand and say hi.  Turn on/off the lights if directed to do so.  Make sure latecomers have a seat/name card and usher them in. Help clean up at the end of the meeting.

