
 
AGENDA PREPARATION 

BMLA 
 

Below is an example of an agenda and the description for each procedure.  After 
you have examined the description for each procedure in the Agenda below, type 
the following two agendas using the Future Business Leaders of America’s 
(FBLA) Formatting Guide.   
 
 
Key points to remember: 

• The top margin should be 2 inches and all other margins should be 1 inch. 
• The title AGENDA is typed in all CAPITAL LETTERS 
• The subtitle is typed in Title Case 
• Double space after the title, subtitle and date 
• Double space between each procedure of the Agenda but single space each procedure’s 

content 
• Numbering must be in Arabic (1, 2, 3) 
• Proofreading is always important 

 
 

 



 
JOB 1 
 
Below is an example of an agenda for River Improvement Council.  It is correctly 
formatted using FBLA’s formatting guidelines. Retype River Improvement Council’s 
agenda correctly.  Place a footer on the bottom right of the agenda with your name and 
date.  
 
 
 

 
 
 

 
 
 



 
 
JOB 2 
 
Using FBLA’s formatting guidelines create an agenda for the Bubba Bear Superstar 
Committee meeting for this upcoming Wednesday.  Place a footer on the bottom right of 
the agenda with your name and date.  

 

 

Please read my notes below and create the agenda. 

 

 

We need to bring up that we have to decide on the 

location for the upcoming Bubba Bear Fair in 

December and the “Catch Me If You Can” 

school function in January. 

 

Our last meeting did not finish discussing the need 

for more members to assist in the Social Events 

committee and the Fundraising committee 



 

The following are the people involved in the 

meeting, please include them on the agenda: 

Chairperson is Sally Holiday 

Secretary is Amelia Smith 

Treasurer is Robert Meyers 

Community Service Committee Chair is Mibu V. 

Schiavi 

Social Events committee Chair is Barry Smith 

Fundraising committee Chair is Frank Lake 

Public Relations committee Chair is Carolyn 

Lewis 

 

If you have any questions, please do not hesitate to 

ask. 



 

Janie 
 


