Meeting Management Tips

Prepare for a meeting 

There is a difference between lack of planning and lack of time.  From time to time, something will come up at the last minute for which you cannot plan, but everything else should be anticipated and therefore planned.

· At a predetermined time before a meeting, thought should be given to items for the meeting.  As items are identified, you should ask – is this item best handled at this meeting (or can it be handled another way just as well); is this an information item, discussion item, or action item; is this meeting the most appropriate time to address this item (what priority should it be – must be address, if we can get to it, or hold to later time)

· Is there background material needed to go with this item or information to be collected before the discussion at the meeting?  Materials should be compiled or whatever is needed for the discussion should be identified.  This should be submitted with agenda item.

· Items submitted are compiled, an agenda is developed and sent to those attending meeting.  One person should collect item and prepare the agenda.  The agenda should reflect if the item is information, discussion, or action.  Most urgent items should be first.  Items that can be held over to another meeting should be identified as low priority.

· Agenda should be reviewed by participants in the meeting.  Prior to the meeting all materials should be reviewed and consultations or information solicited as needed or required in order to make discussion full and so that actions can be taken.

· After seeing the agenda, determine if anyone else should be invited to the meeting.  If so, contact them.

Conduct of the Meeting

· Meeting should begin on time and it should be agreed how long the meeting will last.

· Review the agenda to make any adjustments in priority, to add anything that was not known at the deadline to submit items (the lack of time issue, not lack of planning!)

· Quickly determine the amount of time you want/can spend on items.  This is not a hard and fast limit on discussion but can help to insure that all items are discussed and action taken as needed.

· Keep to the topic.  If a new topic comes out in the discussion, make a note.  Unless it is urgent, hold it for another meeting.  If it is urgent make a conscious decision to spend time on it and adjust the agenda accordingly.

· Try to focus the discussion.  Are comments relevant to the discussion or the decision that needs to be made?  Discussion should not be general.  Particularly for action items, quickly begin to identify alternatives or choices and don’t be afraid to float a suggested action in order to evaluate it, adopt it, modify it, or discard it.

· Come to closure.  Keep an eye on the clock to make sure that you come to a conclusion.  If you do not feel that a decision can be made, make sure you identify what needs to happen to make a decision and agree to when the decision is deferred.

· At the end of the meeting, do another quick assessment.  Did we get everything done that needs to be done?  If not, what are you going to do?  Are there items that need to be on the agenda for the next meeting?  Are there items that need to be addressed before the next regular meeting?  How will they be addressed?

Follow Up on the Meeting

· This can mean minutes or it can mean other forms of follow up.

· Minutes generally serve three purposes – they are a record of the meeting, they are a way to restate/check agreements from the meeting (sometimes when you see it written down, you may need to make adjustments), or they are a way to communicate with others.  Not all meetings need minutes to be produced.  However, if minutes are not taken, someone should record any decisions and circulate them for final affirmation.

· If others are to be informed of action or discussion from the meeting, it should be determined who, how, and by when it should be done.  And then the plan should be carried out.

· If an item was not brought to closure, whatever was needed to finalize the item should be obtained and closure brought to the item.

· Carry over items should be submitted for a future meeting

And then the process begins all over again.

