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1. PREPARATION

Every meeting needs an agenda.  This will let everyone 
know what information will be covered and keeps the 
meeting on track and focused.   

The agenda should include the following: 

 Priorities = what topics/discussion must be
covered

 Sequence = in what order will topics be covered

 Timing = how much time will be spent on each
topic

Send out the agenda ahead of time so that everyone 
knows what to expect. 

You might want to have an agenda policy so if 
someone has a topic they want discussed at the next 

upcoming meeting they submit the item ahead of 
time so it can be worked into the agenda. 

2. CONDUCT

Set ground rules (silence cell phones, no checking 
email, everyone has the right to express their 

opinion without being interrupted, etc.). 

Use time wisely.  Start and end the meeting on time. 
Have a monitor pay attention to time. 

Conducting a meeting does not mean letting 
everyone say whatever they want, whenever they want 

to.  A well conducted meeting stays on topic, with 
one speaker and one idea at a time.  This does not  mean 
everyone agrees.  Everyone who has something to say should 
get a turn to speak, and all points  should be considered.  But 
not all points are equally valid and many times people will 
wander from the  purpose and outcome of the 
meeting.  Control the meeting by encouraging discussion and 
active  listening, but keep focus on the topics on the 
agenda.    A weak chairperson will allow the discussion

to wander frequently and that wastes everyone's 
time. 

Use your agenda as your time guide.  If you notice 
that time is running out for a particular item you  

have to decide what to do.  Options include: 

 Consider hurrying the discussion

 Pushing to make a decision

 Deferring discussion until another time

 Assigning the discussion to a subcommittee who
will meet separately and then report back to the
group.

Ensure that everyone contributes.  Make a point of 
drawing in quieter members into the discussion.   

Encourage open discussion. 
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