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Get on 
Board!

▪ Get on Board! is a virtual training series for Miami-
Dade HIV/AIDS Partnership members, Ryan White 
Program clients, and the HIV/AIDS community.

▪ Trainings include a variety of topics to promote 
understanding of the Ryan White Program planning 
council (Partnership) and service system.

▪ Today’s training is led by Partnership Staff, Marlen 
Meizoso and Christina Bontempo, who have more 
than 20 years combined experience with the 
Partnership and the Ryan White Program.

▪ Participants are welcome to chat questions or 
comments to Staff throughout the presentation.  

▪ This presentation and presentation notes will be 
posted online at aidsnet.org/orientation/. 
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http://aidsnet.org/orientation/


Today’s 
Topics

▪ What is a meeting?
▪ Parts of a typical meetings.
▪ Understanding the meeting Agenda and Minutes.
▪ Your role as a committee member or meeting guest.

This is an interactive course.  
Get ready to CHAT!
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Meeting
Basics

▪ Meetings are the way the Miami-Dade HIV/AIDS 
Partnership and its committees conduct business.

▪ How many people have attended a Partnership 
meeting before?  
▪ Please RAISE YOUR HAND.

▪ Once you understand that all meetings have a similar 
structure, you will be able to follow along at every 
meeting!

▪ We will be reviewing some terms today to clarify 
some of what you hear and see at meetings.
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Meeting 
Notice
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▪ Sent via email 
two weeks before 
each meeting.

▪ Announces 
meeting title, 
date, time, and 
location.

▪ Indicates key 
topics for the 
meeting.

▪ Reminds 
members and 
guest to RSVP.



RSVP

6

▪ MEMBERS are expected to RSVP to ensure quorum.
▪ All attendees should RSVP to ensure we have enough meeting 

materials and meeting space.
▪ If attending via Zoom, you must RSVP to receive the log in.
▪ How to RSVP:

1. Respond to meeting notices via email;
2. Contact staff directly via email; 
3. Contact staff directly via phone, or
4. Scan the QR code on the calendar and complete the Survey 

Monkey.



Cancellation 
Notice
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▪ A simplified notice 
sent in the event 
of a cancellation.



Knowledge Check
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You can RSVP by: 

a) Responding to meeting notices via email.

b) Contacting staff directly via email or phone.

c) Scanning the Calendar QR Code.

d) All of the above.



Before You 
Arrive
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▪ RSVP to the meeting.
▪ Review all materials in advance.



When You 
Arrive
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▪ Sign-in 
▪ In person attendees sign on either the member sheet or guest 

sheet. 
▪ Zoom attendees chat your name as your sign in.

▪ Pick-up a meeting packet
▪ Member packets have your tent card and meeting materials.
▪ Guest packets have meeting materials.

▪ Members should sit at the table.
▪ Guests should sit in the audience.



Meeting Rules

BYLAWS

▪ Written rules that govern the Partnership activities and 
member responsibilities, including attendance requirements.

 Online at http://aidsnet.org.

ROBERTS RULES OF  ORDER.

▪ An orderly way to conduct a business meeting.

CODE OF CONDUCT

▪ Rules of behavior that all members and guests must abide 
by.

▪ Located in Bylaws, Addendum B.
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http://aidsnet.org/wp-content/uploads/2020/07/2020-Bylaws-FinalTAS.pdf


Government 
in the 

Sunshine
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▪ All meetings are governed by Government in the Sunshine, 
which requires open meetings.

▪ All discussions regarding Partnership business must take place 
within the meeting.

▪ Side-bar conversations are not allowed and may be a violation 
of Government in the Sunshine.

▪ More information on Government in the Sunshine is discussed 
during County Ethics Training, a required training for new 
members.



Knowledge Check
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A Meeting Notice functions to: 

a) List designated speakers. 

b) Advertise the meeting.

c) Report on community updates. 

d) Call for a motion.



Meeting Docs

HTTP://AIDSNET.ORG/MEETING-DOCUMENTS/
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Agenda
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▪ Similar structure 
across meetings.

▪ Indicates topics 
and leaders of 
topics.

 Posted prior to 
each meeting.

 Motion: Approval of 
the Agenda Note To Members

Members should 
review the Agenda 

prior to the meeting.

http://aidsnet.org/meeting-documents/


Call to Order

▪ Called upon by an officer (Chair or Vice Chair).

▪ Officially starts the meeting.
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Housekeeping
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▪ General reminders about meeting decorum, recording 
attendance, and tips for participation via Zoom.

▪ Introduced in 2020 as part of virtual meeting protocols.

 Online at http://aidsnet.org/meeting-documents/

http://aidsnet.org/meeting-documents/


Knowledge Check
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These documents are available on aidsnet.org: 

a) Reports

b) Minutes

c) Agendas 

d) All of the above



Introductions

▪ Point in the meeting to take “roll call”.

▪ Members and guest will be asked to 
introduce themselves, stating their 
name.

▪ Additional information can be shared 
such as seat assignment or employer.
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Hi, I’m Pete!



Floor Open to 
Public

▪ Legal disclaimer read at every meeting to allow the 
public (meeting guests) to comment on any item topic 
on the current agenda.

▪ Time restricted.
▪ Speaker must include legal address when making a 

statement.
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Note To Members
Members should not 
comment during this 

section.



Motions
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▪ Decision are made through motions.

▪ Only members can make a motion or second a
motion.

▪ Requires a mover (makes motion) and a second (to 
accept the motion) and a positive vote.

▪ If a motion is not seconded or approved, it dies.



Minutes
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▪ Minutes are the 
official record of the 
meeting.

▪ Minutes follow the 
outline of the 
Agenda.

 Posted prior to each 
meeting.

 Motion: Approval of 
the Minutes. 

Note To Members
Members should 

review the Minutes 
prior to the meeting.

http://aidsnet.org/meeting-documents/


Knowledge Check
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Meeting Minutes:

a) Are only available to members.

b) Provide an overview of the previous meeting’s 
discussions and motions.

c) Denote time passing.

d) Are read out loud at the meeting.



Reports
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▪ You will see some or all of these at each meeting:
▪ Status Reports: Partnership Report to Committees; Committee 

Report to the Partnership; Vacancy Report
▪ Funding and Expenditures: Ryan White Program Part A / Minority 

AIDS Initiative (MAI); Clients Served and Service Units Ryan White 
Program Part A / MAI; AIDS Drug Assistance Program (ADAP); 
Ryan White Program Part B; General Revenue

 Posted prior to each meeting.

 Motion: The Partnership requires approval of Reports. 

Note To Members
Members should 

review the Reports 
prior to the meeting.

http://aidsnet.org/meeting-documents/


Standing 
Business
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▪ Standing Business is sometimes called Old 
Business.

▪ Documents or discussion topics which were 
introduced at a previous meeting and require 
follow up discussion or action.

▪  Motion: Some items might require a motion 
or motions.



New 
Business
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▪ New Business is documents or discussion 
topics which are newly introduced at the 
meeting.

▪  Motion: Some items might require a motion 
or motions.



Announcements
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▪ Anyone wanting to make an announcement 
should indicate so during the review of the 
AGENDA so their name is placed in the queue.

▪ Announcements should be relevant to the 
committee and/or the HIV community.



Next Meeting
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▪ Next meeting is an announcement of the date and 
location of the next scheduled meeting. 

▪  Calendars are online aidsnet.org/calendar/

http://aidsnet.org/calendar/


Adjournment
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▪ This is the final item on an agenda.

▪ The chair may adjourn the meeting or request a 
motion to end the meeting. 



Knowledge Check
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The final item on an agenda is:

a) Reports

b) Old Business

c) Adjournment

d) Announcements



Q&A

▪ Thank you for joining our Get on Board! presentation!

▪ Please raise your hand or chat your questions.  

 Answers to questions we do not get to today will be 
posted with this presentation at 
http://aidsnet.org/getonboard/

▪ Contact us for more information and to learn how you 
can be a decision-maker with the Partnership!
▪ Marlen Meizoso, M.A., Project Manager/Research 

Associate, Marlen@behavioralscience.com
▪ Christina Bontempo, Project Manager/Community 

Liaison, Cbontempo@behavioralscience.com
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http://aidsnet.org/getonboard/
mailto:Marlen@behavioralscience.com
mailto:Cbontempo@behavioralscience.com

