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Why Are We Meeting?

To disseminate information

 There is something you all need to know

To exchange information

 Brainstorm and discuss

 Progress reports

To make a decision



Why Are People Invited?

You need to hear and understand

You have information we need

You have skills we need

Your ideas are important

You’re part of the solution

You’re part of the team



Expected Result?

Influences meeting flavor

 Speed, discussion, planning 

Everyone will understand

We will be coordinated

We will have an action plan

Meeting ROI

 Time & cost < expected benefit



Logistics

Location, location, location

Start time and schedule

Resources & equipment

Invitation, notice, explanation  

Expected pre-work & preparation 

What everyone needs to bring



Ground Rules

Start and end on time

Discussion for clarification only

 No preaching or reiterating

Comments add value or information

Don’t start over each time someone 
comes in late

 Move agenda item if needed



Process

Facilitator keeps meeting on track

Facilitator interrupts and re-focus 

Agenda is template for record

Record is timely and concise

Follow-up for action items

Follow-up for lessons learned

How to make the next meeting more 
effective?



Steer the Discussion

Encourage positive comments

Reinforce efforts

Empathy

Support volunteers

Recognize contribution



Tips & Tricks

Idea harvest & brainstorm
 Be as creative as possible

Dot voting
 Prioritize

Balanced discussion
 Limit time for each comment

Task menu
 Identify x top tasks and let the x participants pick 

one



More Tips and Tricks

Guide the discussion

 “Now let’s hear about this aspect…”

Call on everyone to get opinions

Use pointed questions to shortstop rambling

Ask people to express their own opinion not 
speculate about others

Table or reschedule items when needed



Dos & Don’ts for the Leader

Do make sure all the information about the 
meeting is published ahead of time

Don’t schedule a meeting unless you plan to 
arrive early and be ready to go on time

Do consider problems ahead of time

Don’t get the reputation for wasting people’s 
time

Do publish the minutes



Minutes; 

Final chance to succeed

Documents meeting

Confirms decisions

Identifies Actions

Don’t publish the discussion

Sets the stage for the next meeting

Think; concise, decisive, facts



Sample Agenda

Safety or education item 

Meeting purpose & expected outcome

Reason for who was invited

Review agenda

Agenda items

Summary of action items

Request feedback



MS Word; Agenda Wizard



Word Template (ctd.)
Committee Reports/Plans All 20 

 Discussion: 

  

  

 Conclusions: 

  

 Action items: Person responsible: Deadline: 

    

    

Additional Information 

 

Special notes:  
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