Conducting Effective Meetings

Source:  Gary Hansen


You are conducting the first meeting as president of an organization or chair of a committee.  Everything seems to be going well. Glancing at members, you are surprised to see some people looking around the room or doodling on note paper.  Others are fidgeting in their chairs and covering their mouths to hide yawns.

Using these suggestions will help you plan and conduct an effective meeting, whether you are in charge of it or simply assisting.

Do as much advance planning as possible. Develop an agenda that clearly focuses on the purpose of the meeting. Build in a short period for unexpected discussions.  If possible, distribute the agenda prior to the meeting.  It also will help to prepare other materials participants will need in advance.

Encourage members to arrive on time. Equally important, be sure to start the meeting at the scheduled time. If your meetings habitually start late, people will drift in late, too.


Be sure to stick to the written agenda.

 
During the meeting, assign responsibilities to keep discussions from dragging on and on and on. Afterwards, call or send a brief reminder to ensure that everyone carries out their assigned duties. This will help accomplish the goals and purpose of the meeting.

Focusing a meeting on relevant topics will help motivate people.  They will participate and remain alert.

For more information, contact the (County Name) Cooperative Extension Service office.

Educational programs of the University of Kentucky Cooperative Extension Service serve all people regardless of race, color, age, sex, religion, disability or national origin.
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