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CHECKLIST FOR EXECUTIVE COMMITTEE MEETINGS

1.  Date of the Meeting

2.  Venue of the Meeting

3.  Any visit / interaction coinciding with the meeting

4.  Get the co-ordinator(s) phone/fax details for the visits and interactions

5.  Make a Folder for the particular Executive Committee Meeting

6.  Travel Booking(s) / Hotel Accomodation for EC members if required

7.  Travel Booking / Hotel Accomodation for ED and any other Secretariat Staff Travelling

8.  EC Notice giving above information with Reply Form

9.  Communicate regularly with the Regional Secretary for help and update on the events.

10.  In case of visits / interactions Regional Members of the Region where the meeting is taking place to be invited to join.  This is to be done by the Regional Secretary of the Region

11.  Maintain a list of confirmations / regrets for the meeting in your computer

12.  Get feedback from Regional offices regarding activities in the Regions

13.  Prepare Executive Committee Agenda and get it approved by ED

14.  Check for the Enclosures of the Agenda

15.  Talking Points for the Visits / Interaction

16.  Briefing Note for President / Vice President for the Executive Committee

17.  For the Meeting check for the following things that are to be carried :

a)  Check and organise for papers to be tabled

b)  Tent Cards (Check if all EC members Tent Cards are there, else get them Printed from HOD-Printing)

c)  Folders/Pads/Pens

d)  Bag for Travel

e)  Name Badges (in case of a visit to the Plant) (Check if all EC members Name badges are there, else get them Printed  from HOD-Printing)

f)  Attendance Sheet

g)  Gift(s) / Tie(s)

h)  Camera / Film Roll(s) / Batteries

i)  Membership Application forms to be carried (if any)

j)  Previous Meetings Minutes 2-3 copies

k)  4-5 Extra Copies of the Agenda 

18.  After the meeting Minutes to be done and sent to President for his approval and then to be circulated to all members

CHECK LIST FOR EC MEETINGS

1. Folders

2. NotePads

3. Bags for Travel

4. Salver(s)

5. Ties/ Scarves
6. Camera / Batteries

7. Previous Meetings Minutes (one copy)
8. 2 Copies of the Agenda 

9. Attendance Sheet along-with Board

10. Stationery Kit
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