the order of business

the order of business is a fundamental concept in organizational management and meeting
procedures that ensures meetings and operations proceed in an efficient, structured, and logical
manner. It provides a clear framework for addressing agenda items, facilitating discussions, and
making decisions in a consistent sequence. Understanding the order of business is crucial for
professionals, administrative personnel, and anyone involved in conducting or participating in
meetings or business operations. This article explores the definition, importance, typical structure,
variations across different contexts, and best practices for implementing the order of business
effectively. By mastering the order of business, organizations can enhance productivity, minimize
confusion, and ensure that all critical topics receive appropriate attention. The following sections
will guide readers through the essential elements and practical applications of this organizational
tool.

¢ Definition and Importance of the Order of Business

e Typical Structure of the Order of Business

e Variations in Different Types of Meetings

e Best Practices for Implementing the Order of Business

e Common Challenges and Solutions Related to the Order of Business

Definition and Importance of the Order of Business

The order of business refers to the predetermined sequence of topics or agenda items to be
discussed during a meeting or organizational activity. It serves as a roadmap that guides
participants through the meeting process, ensuring that discussions proceed logically and that time
is managed effectively. This systematic approach helps prevent meetings from becoming
disorganized or inefficient, which can lead to misunderstandings or unresolved issues.

In corporate and organizational settings, the order of business is essential because it establishes
clarity and structure. It provides a common framework that all members understand and follow,
facilitating smoother communication and decision-making. Moreover, adhering to the order of
business respects participants' time and contributions by prioritizing key topics and enabling
focused dialogue.

Typical Structure of the Order of Business

The order of business typically follows a standardized structure that can be adapted depending on
the organization's needs or the meeting's purpose. While formats may vary, the following
components are commonly included in most business meetings:



1. Call to Order: The formal opening of the meeting, often by the chairperson or presiding
officer.

2. Approval of Minutes: Reviewing and approving the minutes from the previous meeting to
ensure accuracy.

3. Reports: Presentation of reports from officers, committees, or staff.

4. Unfinished Business: Items carried over from previous meetings that require further
discussion or action.

5. New Business: Introduction and discussion of new topics or proposals.
6. Announcements: Sharing relevant information or reminders with members.

7. Adjournment: Formal closing of the meeting.

This sequence supports a logical flow from reviewing past actions to addressing current and future
concerns, ensuring a comprehensive approach to organizational matters.

Call to Order and Approval of Minutes

The call to order marks the official start of the meeting and establishes the authority of the
chairperson. Following this, the approval of minutes serves as a verification step to confirm that the
documented record of the previous meeting is accurate and complete. This step is crucial for
maintaining transparency and accountability within the organization.

Reports and Business Items

Reports provide updates on ongoing activities or the status of projects, offering members essential
information needed for informed decision-making. Unfinished business ensures continuity by
revisiting unresolved issues, while new business introduces fresh topics for consideration. Together,
these elements maintain momentum and promote organizational progress.

Variations in Different Types of Meetings

The order of business can vary depending on the type of meeting, the organization’s size, and its
specific operational style. For example, formal corporate board meetings often adhere strictly to
parliamentary procedures, while informal team meetings may have a more flexible agenda.
Understanding these variations is important for tailoring the order of business to the meeting’s
objectives and participant expectations.



Formal Meetings

In formal meetings such as annual general meetings (AGMs) or board of directors meetings, the
order of business is usually codified in the organization’s bylaws or governing documents. These
meetings require adherence to established protocols like Robert’s Rules of Order, which dictate the
precise sequence and handling of motions, debates, and votes.

Informal and Team Meetings

Informal meetings, such as departmental check-ins or project team discussions, often adopt a
simplified order of business. The primary focus is on collaboration and problem-solving rather than
strict procedural compliance. Despite this flexibility, maintaining a clear order of business helps
keep discussions on track and ensures that all necessary topics are covered.

Virtual Meetings

With the rise of remote work, virtual meetings have introduced new dynamics to the order of
business. While the core structure remains similar, additional considerations such as technology
checks, participant engagement strategies, and time zone coordination may be incorporated to
optimize meeting effectiveness.

Best Practices for Implementing the Order of Business

Effectively implementing the order of business requires careful planning, clear communication, and
adherence to established procedures. The following best practices can enhance the efficiency and
productivity of meetings:

e Prepare and Distribute the Agenda in Advance: Share the order of business with
participants before the meeting to enable preparation and informed participation.

» Assign Roles Clearly: Designate a chairperson, timekeeper, and minute-taker to manage the
meeting smoothly.

« Stick to the Agenda: Follow the order of business closely to avoid digressions and ensure all
items receive adequate attention.

¢ Allow Time for Discussion and Questions: Balance structure with flexibility by permitting
relevant dialogue on agenda items.

e Summarize Decisions and Actions: Clearly document outcomes and assign responsibilities
before moving to the next item.

* Review and Adjust as Needed: After meetings, evaluate the effectiveness of the order of
business and make improvements for future sessions.



Common Challenges and Solutions Related to the Order
of Business

Despite its benefits, implementing the order of business can encounter challenges that affect
meeting quality and outcomes. Recognizing and addressing these issues is critical for maintaining
effective organizational processes.

Challenge: Lack of Preparation

When participants are unprepared or unaware of the order of business, meetings can become
disorganized and inefficient. This issue often stems from inadequate distribution of the agenda or
unclear communication.

Solution: Ensure the agenda and order of business are distributed well in advance with clear
instructions on expectations and time allocations.

Challenge: Overrunning Time Limits

Meetings that do not adhere to time constraints can cause frustration and reduce participant
engagement. Overextended discussions on specific agenda items may squeeze or eliminate time for
other important topics.

Solution: Assign a timekeeper and include estimated durations for each agenda item to help
maintain schedule discipline.

Challenge: Resistance to Structure

Some participants may resist following a strict order of business, preferring a more spontaneous or
informal approach. This resistance can undermine order and focus.

Solution: Communicate the value of the order of business in achieving meeting goals and consider
integrating flexible segments for open discussion.

Challenge: Incomplete Documentation

Failing to accurately record decisions and action items during meetings can lead to confusion and
lack of accountability post-meeting.

Solution: Designate a dedicated minute-taker and review minutes promptly to ensure completeness
and clarity.

Frequently Asked Questions



What does 'the order of business' mean in a meeting context?

The order of business refers to the sequence in which agenda items or topics are addressed during a
meeting to ensure an organized and efficient discussion.

Why is having an order of business important for meetings?

Having an order of business helps keep meetings focused, ensures all important topics are covered,
manages time effectively, and facilitates a smooth flow of discussion.

How is the order of business typically determined?

The order of business is usually established by the meeting chair or organizer, often based on a pre-
prepared agenda that prioritizes issues by importance or urgency.

Can the order of business be changed during a meeting?

Yes, the order of business can be changed during a meeting if the participants agree to amend the
agenda, usually through a motion or consensus.

What are common components included in the order of
business?

Common components include opening remarks, approval of previous minutes, reports, discussion of
new business, announcements, and adjournment.

Additional Resources

1. The Art of the Start: The Time-Tested, Battle-Hardened Guide for Anyone Starting Anything

This book by Guy Kawasaki offers practical advice on launching a new business or project. It covers
essential topics such as raising capital, building a brand, and creating a strong business model. The
book emphasizes the importance of execution and passion in driving business success.

2. Good to Great: Why Some Companies Make the Leap... and Others Don’t

Jim Collins explores what differentiates great companies from merely good ones. Through rigorous
research, he identifies key principles such as disciplined leadership, the Hedgehog Concept, and a
culture of excellence. This book provides valuable insights for business leaders aiming to elevate
their organizations.

3. Lean In: Women, Work, and the Will to Lead

Written by Sheryl Sandberg, this book addresses the challenges women face in the workplace and
encourages them to pursue leadership roles. It offers personal anecdotes, research, and practical
advice on negotiation, mentorship, and work-life balance. The book aims to inspire a more inclusive
and equitable business environment.

4. Getting Things Done: The Art of Stress-Free Productivity
David Allen’s best-selling book introduces a time management methodology designed to increase
personal and professional productivity. It teaches readers how to organize tasks, set priorities, and



reduce stress through systematic planning. This book is essential for anyone looking to improve
efficiency in their business operations.

5. The E-Myth Revisited: Why Most Small Businesses Don’t Work and What to Do About It

Michael E. Gerber dispels common myths about starting and running a small business. He explains
the difference between working in your business and working on your business. The book provides
actionable strategies for building scalable and sustainable business systems.

6. Start with Why: How Great Leaders Inspire Everyone to Take Action

Simon Sinek explores the concept of "Why" as the driving force behind successful leadership and
business. By focusing on purpose and belief, leaders can inspire customers and employees alike. The
book encourages organizations to communicate their core reasons for existence to foster loyalty and
innovation.

7. Blue Ocean Strategy: How to Create Uncontested Market Space and Make the Competition
Irrelevant

W. Chan Kim and Renée Mauborgne present a strategic framework for breaking away from
saturated markets. They advocate creating “blue oceans” of untapped opportunities through
innovation and value creation. The book offers tools and examples to help businesses redefine their
industries.

8. Crucial Conversations: Tools for Talking When Stakes Are High

This book provides techniques for navigating difficult conversations in business and personal life. It
emphasizes the importance of open dialogue, mutual respect, and emotional intelligence. Effective
communication, as outlined in this guide, can resolve conflicts and improve teamwork.

9. Measure What Matters: How Google, Bono, and the Gates Foundation Rock the World with OKRs
John Doerr introduces the Objectives and Key Results (OKRs) framework, a goal-setting system used
by leading organizations. The book explains how to set ambitious, measurable goals and track
progress to accelerate growth. It is a valuable resource for businesses aiming to align teams and
drive performance.
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