Successful Meetings Don’t Just Happen:  They Are Created!

The following are some tips to help you make your next meeting successful, effective and maybe even fun. 
Before The Meeting 
1. Define the purpose of the meeting.
2. Develop an agenda in cooperation with key participants. See a sample agenda.
3. Distribute the agenda and circulate background material, lengthy documents or articles prior to the meeting so members will be prepared and feel involved and up-to-date. 
4. Choose an appropriate meeting time. Set a time limit and stick to it, if possible. Remember, members have other commitments. They will be more likely to attend meetings if you make them productive, predictable and as short as possible. 
5. If possible, arrange the room so that members face each other, i.e., a circle or semi-circle. For large groups, try U-shaped rows. 
6. Choose a location suitable to your group's size. Small rooms with too many people get stuffy and create tension. A larger room is more comfortable and encourages individual expression. 
7. Use visual aids for interest (e.g., posters, diagrams, etc.). Post a large agenda up front to which members can refer. 
8. Vary meeting places if possible to accommodate different members. Be sure everyone knows where and when the next meeting will be held. 
During The Meeting 
1. Greet members and make them feel welcome, even late members when appropriate. 
2. If possible, serve light refreshments; they are good icebreakers and make your members feel special and comfortable. 
3. Start on time. End on time. 
4. Review the agenda and set priorities for the meeting. 
5. Stick to the agenda. 
6. Encourage group discussion to get all points of view and ideas. You will have better quality decisions as well as highly motivated members; they will feel that attending meetings is worth their while. 
7. Encourage feedback. Ideas, activities and commitment to the organization improve when members see their impact on the decision making process. 
8. Keep conversation focused on the topic. Feel free to ask for only constructive and non- repetitive comments. Tactfully end discussions when they are getting nowhere or becoming destructive or unproductive. 
9. Keep minutes of the meeting for future reference in case a question or problem arises. 
10. As a leader, be a role model by listening, showing interest, appreciation and confidence in members. Admit mistakes. 
11. Summarize agreements reached and end the meeting on a unifying or positive note. For example, have members volunteer thoughts of things they feel have been good or successful or reiterate the organization's mission. 
12. Set a date, time and place for the next meeting. 
After The Meeting 
1. Write up and distribute minutes within 3 or 4 days. Quick action reinforces importance of meeting and reduces errors of memory. 
2. Discuss any problems during the meeting with other officers; come up with ways improvements can be made. 
3. Follow-up on delegation decisions. See that all members understand and carry-out their responsibilities. 
4. Give recognition and appreciation to excellent and timely progress. 
5. Put unfinished business on the agenda for the next meeting. 
6. Conduct a periodic evaluation of the meetings. Note any areas that can be analyzed and improved for more productive meetings. See a sample meeting evaluation. 
And remember, effective meetings will keep them coming back!
Tackling Disorderly Behaviors
	Problem/Behavior 
	Symptom/Description 
	Possible Approach 

	Johnny come Lately 
	Consistently late to meetings 
	1) Start on time; after the meeting, ask why he/she is always so late. 
2) For “first-time offenders,” suggest reading the group notes to catch up. 
3) Ask him/her to lead the opening of  the next meeting. 

	Instant Replay 
	Repeats points already covered 
	1) Refer to group notes: “We’ve covered this, Alan; do you have anything else to add?” If you have more questions please see me after the meeting.
2) Remind of the focus of the meeting. 

	Me! Me! Me! 
	Talks loudly and often, dominating meeting 
	1) Ask him/her to serve as recorder. 
2) Confront directly at break or after the meeting. 

	The Entertainer 
	Clowning, mimicking, disrupting group’s work 
	1) Approach at break and ask him/her to leave if not supportive of the group. 

	Withdrawn 
	Drops out, doesn’t participate in the meeting at all.
	Ask him/her opinion on a meeting issue you know they have an interest in.   Have some small group brain storms and see if the participate better.  

	Naysayers 
	Negates/puts down ideas of others 
	Enforce ground rule to separate idea generation from evaluation. Introduce “building” language. 

	Eternal Chatterers 
	Whispered or louder conversations among two or more members 
	1) Enforce ground rule of one-person talks at a time. “Hey, folks. Let’s keep a single focus here.” 
2) Move closer to persons. Clear your throat. 
3) Separate the people, ask to share with the group. 
4) Discuss with people at break. 

	Remember when? 
	Brings up anecdotes that may or may not be related to the subject. 
	1) Remind person of the purpose of the meeting and the current focus or topic. 
2) Approach person at the break; point out how stories disrupt the group. 
3) Use time as reason to cut stories short. 

	Time wasters 
	Asks questions that are covered in pre-meeting handout material 
	1) Gently remind him/her that the information is in the materials, then move on to someone else. 

	Competitor 
	Vying with others to produce the best ideas 
	1) Remind group that idea generating is a team sport, and that all ideas are valid. 

	Details are Us 
	Bring up or dwells on small details not relevant to issue 
	1) Suggest the details/issues be set aside “for now,” and schedule a time to cover them. 

	Side-Tracker 
	Brings up side issues not related to current focus 
	1) Put the issue in the “parking lot” (separate sheet of paper) and cover at end of meeting. 
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Additional Links
Official Robert’s Rules of Order Web Site
Basic guide to conducting a meeting.
Six golden rules to meeting management
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Parliamentary Motions Guide
Based on Robert's Rules of Order Newly Revised (10" Edition)

The motions below are listed in order of precedence. Any motion can be introduced if it is higher on the chart than the pending motion.

YOU WANT TO: YOU SAY: INTERRUPT? DEBATE? | AMEND? | VOTE?

§21  Close meeting I move to adjourn Yes Majority
§20  Take break I move to recess for No Yes No Yes Majority
§19  Register I rise to a question of
complaint privilege Yes No No No None
§18 Make follow I call for the orders
agenda of the day Yes No No No None
§17 Lay aside I move to lay the
temporarily question on the table No Yes No No Majority
I move the previous
§16 Close debate question No Yes No No 2/3
§15 Limit or extend | I move that debate be
debate limited to ... No Yes No Yes 2/3
§14 Postpone to a I move to postpone
certain time the motion to ... No Yes Yes Yes Majority
§13  Refer to I move to refer the
committee motion to ... No Yes Yes Yes Majority
§12  Modify wording | I move to amend the
of motion motion by ... No Yes Yes Yes Majority
[ move that the
§11  Kill main motion | motion be postponed No Yes Yes No Majority
indefinitely
§10  Bring business
before assembly | I move that [or "to"] No Yes Yes Yes Majority
(a main motion)
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Parliamentary Motions Guide
Based on Robert's Rules of Order Newly Revised (10™ Edition)

Incidental Motions - no order of precedence. Arise incidentally and decided immediately.

YOU WANT TO: YOU SAY: INTERRUPT DEBATE? | AMEND? | VOTE?

§23  Enforce rules Point of order Yes None
§24  Submit matter to I appeal from the
assembly decision of the chair Yes Yes Varies No Majority
I move to suspend
§25 Suspend rules the rules which ... No Yes No No 2/3
I object to the
§26  Avoid main motion | consideration of the Yes No No No 2/3
altogether question
I move to divide the
§27  Divide motion question No Yes No Yes Majority
§29 Demand rising vote | I call for a division Yes No No No None
§33  Parliamentary law Parliamentary
question inquiry Yes No No No None
§33 Request for
information Point of information Yes No No No None

Motions That Bring a Question Again Before the Assembly - no order of precedence. Introduce only when nothing else pending.

§34  Take matter from I move to take from
table the table ... No Yes No No Majority
§35 Cancel previous 2/3
action I move to rescind ... No Yes Yes Yes maj. w/ notice
I move to reconsider
§37 Reconsider motion the vote ... No Yes Varies No Majority
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