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Before the meeting


Define the objectives


Prepare the agenda



Make the objectives of each agenda item clear



Make sure that the agenda follows a sensible order



Put timings on each agenda item



Put responsibilities for each item where appropriate


Prepare the people



Circulate the agenda between 2 and 5 days in advance of the meeting


Prepare the venue



Check that the seating is suitable



Make sure that there will be no distractions



Make sure overhead projectors, flip charts, pens etc. are available.

The Chairman's job


Facilitate the achievement of the meeting objectives.  Don't talk too much!


Assist the group to the best conclusion or decision in the most efficient manner possible

Conducting the meeting


Dealing with the subject



For each agenda item, the Chairman should make it clear what should be achieved by the end of the discussion.
Keep the discussions focused on the meeting objectives


Dealing with the people



Control the garrulous



Draw out the silent



Protect the weak



Encourage the clash of ideas



Watch out for the suggestion squashing reflex



Come to the most senior people last



Close on a note of achievement


Regularly review the success of the meeting.  How could it be improved?

Following the meeting


Produce the minutes



Time and date of meeting; where it was held and who chaired it



Names of all present and apologies for absence



Names of additional people who are to receive copies of the minutes



All agenda items (and other items discussed)



All decisions reached



All actions agreed and who is responsible for ensuring they happen



The main arguments leading to the decision



The date, time and place of the next meeting



Circulate the minutes
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