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Scholars, Leaders, eAthletes, Gentlemen






When communicating with the alumni advisory board or the chapter member you are advising, it is important to set expectations of the conversation and provide an agenda. This will help to keep you on track and progress through set goals. Below you will find a handful of agenda templates that can help you with your volunteer communications.

AAB Launch Meeting

· Assign Positions
· Title, Role, Goal
· Assess Needs of the Chapter
· Create Mission & Objectives of Board
· Set Communication Structure & Goals 
· Goal of Board, Individual Goals
· Introduce AAB to Chapter
Quarterly Face-to-Face AAB Meetings

· Review AAB & Chapter goals/strategic priorities
· Progress report from each AAB members (around the horn)
· Progress report from chapter members (around the horn)
· Assess any redirection needed based on progress reports
· Any large campus issues (university, fraternity & sorority life, campus recruitment)
·  House corporation & alumni association updates (invite representative from each to attend
· Next meeting date & time
Monthly AAB Communications

(Agenda comparable to quarterly face-to-face)

· Review of goals/strategic priorities
· AAB around the horn
· Resolutions/progress on specific problems since last call
· Goals & tasks to be completed before next call
Bi-weekly Communication with Chapter Officer You Advise

For this call to be relevant, it is important that communication expectations are agreed upon by both the advisor and chapter member (i.e. Advisor calls chairman at 8:00pm on Wednesdays). It is also important to discuss who will develop agenda and lead call (i.e. Chairman designs conversation and leads with questions or topics he would like to discuss).

· Review of goals/strategic priorities

· Address progress towards completion of semesterly goals

· General planning updates

· Advisor question: ‘Are you delegating and utilizing your committees?’

· Review of action plan moving forward

· Any budget needs that need to be addresses

· Review of next call time & date
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