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Section two:

This section will help you to set clear
objectives, write an agenda, prepare the

venue and put the relevant materials in
rlace.
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Step one: Set a clear objective

Firstly, decide whether a meeting is appropriate. Think about your
purpose and who you need to be there. Ask yourself:
e Is this meeting really necessary?

ing this meeting?
re suitable option such as a phone call, video

its objective using the state
Some of the words below

v 4 &

Justify Educate Produce

Decide Promote Celebrate

’
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meeking Ehed, e
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Step two:
Decide who’s going

@ Now you know your meeting’s
objective you need to decide
invite. Consider these

e Are they available? What
schedules and commitments?
Key attendees must be available
to attend, so if they're not,
postpone the meeting rather than
hold it without them.

e How are you going to keep a record
of the meeting? Choose someone
to take the role of note-taker as
this will leave you, the chair, free to

manage the process of the meeting.

If the meeting is important to

get work done or decisions made,
attendance may be essential. At other
meetings, however, attendance may
be voluntary such as for information
sharing exercises, for example.
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Step three:
Put the relevant
materials and

equipment in place

especially the more reflect;
people. They may also wa
consult with others who may be
affected by the topics discussed.

e Include any up-to-date supporting
information (perhaps the minutes
from the last meeting, for example).
Gather any information you need
from relevant people as early
as possible.

e Will you need to book any
refreshments in advance?

e Consider whether you need any
visual aids such as flipcharts, laptops
or projectors and book them when
you book the room. Make sure all
facilities and materials are accessible
for all attendees.
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Step four: Write
your agenda

Your meeting’s agenda should include:

Think about how you intend to follow
up new actions.
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He.t[—_mj at 14:00
Send agenda
ks Ju"n\n

Topics to be discussed in a
priority order (allow realis
each option)

An item called Any Other Business
(AOB) to include important or
urgent items that may have arisen
since the agenda was distributed



Write your agenda

Below are two agendas. Agenda two is the preferred version as it
provides people with more detail.

3. Office support.

4. Office vefuvbishment.
5. Computers.

0. Ang othev_business.

Team Merting
28 April - 14.30-10:30

Meeting voom -

The objectives ave to:

1. update team on cavvent

2. gain fordback on issues
and Hvaining needs

wovkload

7. OOMPqu: information on
fortheoming upAah.

R. Training nerds.
q. Date of nesxct meeting.

Ovder of wuﬂ-s:

1. Minates of last meeting:
apdate on ackion points
from Hhose V%Ponsib\m.

2. Hems in minutes not Jealt with
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Step five: Prepare the venue

Seating can be crucial in determining Think carefully about what you want
how well the meeting flows and how to achieve and match the location and
people are able to contribute. seating to the purpose and desired

degree of formality. For example, would
und small tables in an informal U-shaped, classic board room style,
le, will encourage a square, circle or clusters of seats help
friendly discussion but your purpose?

Seatin

U-shape Classroom

Boardroom

Checklist

Before each meeting, be sure you have done the following:
e Set aclear objective

e Decided who's going

e Put the relevant materials and equipment in place

e \Written your agenda — for circulation

e Prepared the venue
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() Preparing for a meeting

Identify a meeting that you need to prepare to lead, either on your
own or on someone else’s behalf. Respond to the questions below:

Wi e of meeting is it

o any velevant background to the meeting:

Documentation:
Date of distvibution:

Information tHhat attendecs should vead in advance:

Ruwive,i athenders:

Exp%hal athendees:

E«wipmm-l' and vefreshments:
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