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NRCOI Quick Tip								  �How to Facilitate an Effective Meeting
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Meetings are often synonymous with “wasted time”. Don’t let your meetings fall into this trap. Following these simple guidelines will lead to increased efficiency and satisfied participants.  





An agenda should contain the following elements:





Title


Date and location


Discussion items with presenters’ names


Time allotments





The agenda should be prepared and distributed to participants at least three days prior to the meeting. If applicable, ask participants ahead of time if they’d like items added to the agenda.








1. Set Meeting Goals: What is the end result you are seeking? Be able to write this on a piece of paper. If you have trouble defining your goals, reconsider whether a meeting is necessary.





2. Make an Agenda: An agenda 1) clarifies the objectives so people understand the meeting purpose and tasks; 2) helps participants plan and prepare to make an effective contribution; and 3) provides direction and focus for the discussion. �





3. Be Organized: Everyone has attended a meeting where the facilitator fumbles through notes or fights the LCD projector. Be organized! Make sure that technical details have been taken care of ahead of time. Efficiency is key to keeping your audience engaged.





4. Ideas Bin: Any idea that is unrelated to the current topic is written on a piece of easel pad paper (i.e., “placed in the bin”). The bin serves two important purposes: 1) it stores valuable ideas for consideration at an appropriate and convenient time, and 2) it allows discussion to stay focused on the agenda topic. �





5. To discuss or not to discuss: Avoid letting discussion linger on topics that do not involve all parties present. This minimizes the opportunity for participants to say to themselves “and what does this have to do with me?”
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6. Action Points: At the close of the meeting, create action points for participants or groups of participants. Opening the next meeting with a review of progress on these action points will provide continuity.


7. Bring Food: Even if it’s just a small plate of muffins or fruit, food makes people happy! Not only does it keep people alert, it serves as a little “thank you” for participating.


8. Gratitude: Everyone is busy. Be sure to acknowledge this! Thank your participants for taking the time out of their busy schedules to meet and discuss the tasks. Tie their participation into the bigger picture, perhaps to your mission statement (“Your work today helps to move our agency closer to our mission of providing the very best service to children and families around the state”).  


1How to Organize and Run Effective Meetings, Retrieved September 23, 2010: � HYPERLINK "http://www.unce.unr.edu/publications/files/cd/other/fs9729.pdf" �http://www.unce.unr.edu/publications/files/cd/other/fs9729.pdf� 
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