Tool 5 - Tips for Holding Effective Meetings
Before the Meeting

· Make sure you need a meeting. 

· Plan the meeting.

· Formulate an agenda.  Be sure to ask other participants if they want an item included in the agenda and ensure that everyone scheduled to be at the meeting has received a copy of the agenda and any supporting documents before the meeting.

· Ensure appropriate participation at the meeting (i.e. the right people have been invited and will attend).

· Announce the meeting well in advance.


On the Day of the Meeting 

· Make sure the meeting space is open and clean. 

· Set up chairs and tables so participants can see and hear one another.

· Adjust the temperature, ventilation, and lighting to make the room comfortable.

· Have enough agendas and handouts available on the table.

· Meet the guests and make them feel welcome. 

· Make sure everyone signs the sign-in sheet with relevant contact information.


During the Meeting 

· Always start the meeting on time and follow the time limits set for each agenda item.

· Assign a person to take the minutes (using a tape recorder is even better).

· Establish a method for how the group will reach a decision.

· Follow the agenda, covering the key points and staying on target.  Do not get bogged down or sidetracked on unrelated topics.

· Wrap up the meeting with a clear statement briefly recapping key concerns and next steps and who is to take them.

· End the meeting at the preset time.

· End the meeting on time!

· End the meeting on time!

After the Meeting

· Distribute the minutes from the meeting to each participant as soon as possible.

· Follow-up with those individuals who were assigned tasks enough time before the next meeting to allow them to fulfill their assigned task.

