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,-dk can't emphasize enough: Everyone should know what to 
expect before coming to a meeting You m w  be explicit about 

. what's going to happen. how the m&g is going to be run, 
who is going to piay what roles, and the answers to the rest of 
the issues we have raised SO fu. U PI1 jmrticipano receive 
r detailed agenda at least a day (pdenbly a mtk) Won 
the meeting, they will come prrpand and m a t  d the com- 
mon causes of confusion at the beginning of meetings will be 
avoided. Because most of the procedural ~ I I ~ O I U  will have 
kcn settled in advance, yo& meetings will k shorter md more 
dfective. 

When you are v a y  busy and rushed writing up an agenda 
r a future mating can scm! like a of time. It's not- 

(-- n to make it easier* we have designed a simple agead. form. 
. We have found that filling out a fonn is quick (you a n  611 it 

:n five minuta), and the fonn itself m i n d s  you of things 
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y a u m i g h t b v e f ~ ~ s t m d a r d f o n n n a s y t o r c a  
8 g h c ~  md myoae cm be trrwd to 5U it out. 

OorforaliDdudcrmostofthecriticrlinformuiofipe 
rbooldkwwrbaddtimc,kuyoumryrnnttot.iloritt 
your p u t i d  ncsb. If your group has r dxed member 
lrrdmcctsregu&ly,youandesignandpiintafom 
iduda dl the infmnatioa that docm't change from mee 
t o ~ l b a t m a n r c v c n l a s t o d o w h a r y ~ ~ p r r p u c )  
43-d= 

NowWsUMULthtOltgh"theagahf~andtecho~ 
Bll oat ach item. Thir will Plso be a good way to d e w  
conactizc some d the phning issua we have been discuss 

Most groups have a nrme Clovadrle-PTA, executive cor 
mi- task f- of long-range p h n h g ,  boud of directors , 
Acme W w  Cs. ctc. If your groupdoan't have a name. yc 
might d d a  giving it onc A name can help build a sensr 
identity md importance. 

, Most meetings have a name or description: a n n d  buc 
dm, weekly rPtl meeting, Project Alpha progress rep 
emasascy meetin8 on busing, ctc. U d l y  the titie conveys 
general topic dthe meeting. In convarrtionr with other gr~ 
members it hdps you to distinguish between diffacnt metti 
that your group m y  be pianning to hold. 

It's imponant to identify who convened the meeting; bcca 
puticipults viU want to h o w  who fdt the meeting was n a  
ury a d  whom tQ COIIm for qu6tifm, additioh) to 
agenda, md directions to the meeting plrce, as well as wh 
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..--.. . a asinta plcca of infonnrti011. M.ke s9rr to indude the 
,-, - . -. 
: . ;I. . . n u m b  or name of the wairy room. If putidprnts are un- 

e& with the l d t i o a .  d dong a m8p with dirrctioar 

&dine riny 

M- tend to d r y  on f o m a .  if you la tkcm. People 
begm to wander out. the meeting dribbks to an end. and cvqy- 
one h v a  f d n g  dirvtided and ~ y c d  at spardidg more 
timetbaatbcyhrdanriciprtrdPrincipolly,mcainprofis 
queatly'nm-ova kcuuc groups try to -plbh too much 
in too &on a time We discuss thii problem kiow under "Or- 
der of-& itan+" Tk point b to set realistic time limits and 
Leeptothan.Be@ndad~meaingontimc;ifyoodnish 
theymd.urly,d tbamcctingarly. Puticip.ncwillappre- 
d u c t h r t p u r r s p c a 1 & i r t i m e m d w i i l t . k e m e c t i a g s ~  
Icrioruly. In p e a l ,  metine rbould k fmm one to two and 
a half hours long Shorrar than thu. too much time is wasted 
getting rsurcd and buiIding momenmm; and if peoph sit in 
t h & c h . i n f o r m o r r ~ n v q d a h . i r b a r i ~ t a W  
1&yIpr;a;legandr~~r 

Mdnr rn 
we'have &scribal bve bdik types of' mect ings-pdk-  

sol*& dedrian* phling, rrponin& and reacting 
(fcedbrck+and we ha& &om how meetings can k comhhu- 
t ionsdthactypa .4ht lpemryreqa ired iU"mk 
numbers of people, and &g wtbadr You s h d  be k 
aboutwhrttypcd~gya,rrtntdphaitamxdiigiy.  
For exunplc. is it a meeting to make dseisionr or just to s h e  
i a f i m n a t i a , ? & t m y o n c k n a r w h . t t y p e o f ~ i t i a  
goingtoksothcy ,an&ve-wi thacommonsetd~  
tiom. 

It'sevm clevaifspadklmtanaa msutsd ThirrhorrM 
k done' by the proup u a whole at the end of the pleviour 
d n g  or by whoever is convening the premt meadry. If it's 

. the first p thaing of a gmup m y o n e  rhould puriciplte in 
sharing expectations at the b a i n g  d the meting. Imagine. 
in advance that the mcdmg hrs just finiished and that it was 
successful. Ask you&. Whrt wdd swms look like? Whrt 
would have bam accornpliebl What problem rolwd. what 
decisions made? What other kinds of sharing and leuning 
would have made the meeting succcstful? IT cvaybody is ex#- 
a t  about their &red outcomu unrahtic expectahm a n  be 
dealt with in advance or at last  before the meeting gas under 
Way. 

If t h a t  are presentations or issues that require the partici- 
pants to do homework, list the background materirk thtt are 
king sent out with the agenda or that participants are upcctcd 
to have and review beforehand Be realistic: Most people m't 
very conscientious about reading handouts. so keep them short. 
C'iu311v they arc read 3t the ta t  moment. so don't send them 

i5tniiGiig'wd box iuncba. ~hr r ' s  ao& 
chnfindial*&dslC~-doantto.-gandth 
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TIpecucthcf;wrbqicrolaofthcIntarcrionMcchc 
h r " i q t o ~ n r m a o a & f ~ p w i U k r c m i n d c d  
h v e ~ t o l i a e u i , a h c i l i r u o r a ~ . M d e v c  
w i U k a ~ ~ i q ~ w b a i s r u p p o s c d t o k d o i n g w h a  
CSSG&I tOr @e ~~ rad.rscorda to k infomat of 
5&4&tby &'le the mpormiity for coming earl 
& g u p * - r o o y p . u y w ~ ~ - o f .  
~ , u q g i i , ~ u c _ a w t e d ~ c a a d ~ ~ ~  
~ t a g u a r a y c r a y c d t b e $ z e a n d i k ~ o f c b t m c  
md to see Giu intaao win qreunted . * 

Ifdscidaar~phgtaknuQit*scaMtiilthunayba 
uodenundhowthyuc~gtokmademdbyrbom.W1 
~ t b e d n t l s a y 7 ~ 0 r o u p r l a w h o l e , t l w ~ ~ a w e  
# I # ( o c l d a ) q o u p o r ~ a a l ? D o n t p h y ~ r i t h ~  
p k r f ~ m r m k n . d o n ' t h v e t b c p o m r t o m r L o ~  
daa' tkt tkraw8i t to l tndaotI twin~aiwayr  

I f i t ' s a ~ ~ g ~  kclaraboatrhr 
d a r a . I f y o u u c ~ f o r a u W w i n s o l ~ l i r c t b a  3 
dabmakin8 method a "conseniur" But k dear about tbr 
f . l l b a d r , ~ ~ ~ a p p m a & K m y . l f t k e ~ m u p u n ' t d  
~ * w i l l h . p p e n ? W i t h ~ k a ~ l a d i f s u  
does it take r sirnpk or t v a t h i i  m&wity to win? How wil 
t i a  be brokar? Or if tkac is .no coasc~ur, wiil thc mmqer 
decide? Almost any procedure an work if myow uDdaL 
stradtmdagrceatoit.hadoftimc 

Thirirch:plccf<#my rpccLl communiationr: a p k r t ~  
gaup members to attend the mcaing, r commmt .about Ib 
importance of the meeting, or an annaunccmmt .bout some 
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