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Welcome to this session about improving meetings and thanks for coming out this early in the morning! To help get started, please do the following:

1) Find a place near the front of the room to put your stuff down.

2) Find a partner or small group of fellow participants.

3) Ask and answer the following questions.

· Why are you here this morning? What do you hope to learn?

· What kind of experiences have you had with meetings in your organization? Are you more often a leader or a participant in meetings?

· What seem to be the major problems or difficulties in having successful meetings?

· Have you tried any new or different techniques to make meetings less boring, more useful, and more productive?

· What has worked positively for you in the conduct of meetings?

After a few minutes with one group, feel free to change to another group. Network! Exchange business cards and ideas!

What’s the problem with meetings and how can we improve them?
· The unfocused meeting which meanders aimlessly from topic to topic
· The chatter-box – how to deal with overly talkative participants who dominate discussions.

· The great (but completely unrelated) idea – how to deal with tangents, even when they are really interesting

· Decision points – did we decide something or did we just talk about it?

· Unfinished business – how to be sure that the things decided in the meeting actually get done

· Making difficult decisions – new techniques beyond discussion

· Conflict – how it can be a good thing

· Structural problems – different meetings for different purposes

· Brainstorming – new ways of coming up with great ideas

· Multiple Roles – how to keep the meeting facilitator from telling everyone else what to do
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