SNeilan Ditty 501: Plan An Effective Meeting

I comp e
e / & Logd L v
List Topics Consider Time Communicate Meeting Reminder
List all the topics that need to be Consider the potential time it Create the Agenda Date & Time of Meeting Send all meeting attendees a reminder
covered in the meeting. will take to cover each topic Write up the meeting topics, time T 20 = 2 Attend 24 hours prior to the meeting.
pic. allotted, and attendees expected eeting Groups or Attendees
) . as a framework for the meeting. /
Include time for presenting L G e :
B S f I : ime elcome varviaw
e —— thedtoplc, gr_ou;? dls_cussmn, The agenda is a guideline.
— = and strategic planning. Designating estimated times help 1 T ~N
e — attendees maintain a focus and e Review Agenda )
keep the meeting moving. Brief details or group questions Within 24 hours of meeting, review agenda
Y Fime Topic and work out details needing adjustment.
. If there is more time needed than Brief details or group questions N J
?riaﬁ. DO\{vnbthekE:jetalls hat was originally planned, schedule
ake m:je 0 ':ea howr! what you a follow up meeting. fime Tapic
want to do with each topic. Determine Attendees Brief details or group questions / R i \
. . X Review each topic and determine the Do your best to keep the meeting Physical Preparations
Questions to ask: What details needed audience. within the allotted time. Being Fme  Wrap Up & Closing Arrive with ample time to set up and
does the group need to know? ! ) reliable with time estimates is troubleshoot any technical difficulties
W(;‘_a_fddo Il etXDdECt t_hﬁ th_OUp or Q“els"odﬂé to 35:;1 V:/h;:"l:e critical for the psychological as with presentation software, hardware,
individuals to do with this involved In or eflected by the i i teleconferencing, audio/visual, etc.
information? How will I know they process? Whose strengths would be W as professional environment. 9
useful to include?

are taking ownership of the
information? What action or follow

up will be necessary and by —/

whom? v

\ —_—

Schedule the Meeting A —y Welcome

Seta time and date that Greet meeting attendees
Communicate Prior to the Meeting
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Note: You might invite team members to suggest
topics for this or future agendas.
For a flow chart on Executing An Effective
Meeting, go to neilancommunications.com.
* Giving a list of topics prior to meeting empowers everyone.
Team trust
Raised anxiety hinders creative thinking and team cohesion.
Build your team trust and creativity by letting people know what the meeting is about.
Agendas

Incredible ideas

Some people offer exceptional ideas when given time to consider the topics. If there are on-going items cowvered at each meeting, be sure they have a purpose.
Empower your group by giving them time to consider what you have to share.

Example: Checking-in with project leaders should not be open ended. Use one specific

Brain-based application question they are to answer and vary it meeting to meeting:
People absorb information faster when pre-exposed to a list of ideas. @ What is new in moving your project forward this week?
You accelerate the process of rapid comprehension and personal application @ What is your next step?
when your group knows what is on the agenda. ® What support or resources could enhance your project's development?
® On a scale of one to ten, rate your satisfaction with the project where it stand and
from Brain-Based Learning by Eric Jensen 2000 @ explain your rating. What would move your rate up one number on the scale?
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