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Change your meetings to “doings” - Always treat meetings as an opportunity to create a plan, strategy, report, outline, idea etc.  Have a specific purpose and desired outcomes distributed with the agenda.  





Assign Tasks to People– Specific action steps should always be assigned to specific individuals.  If there are large tasks, make an individual a sub-committee chair to facilitate a smaller group.





Assign Deadlines – Give individuals a definite time for completion of the task.  A common deadline is by the next meeting.





Evaluate the Meeting – Distribute a short survey that asks what the participants thought about the meeting and how future meetings can be more useful.





End on Time – Participants tend to get disenchanted when meetings are too long or go over their time limit.  Be extremely time conscious and end on time.





Be Prompt with Follow-Up – Send all committee members a recap of the action steps and assignments within a few days following the meeting. This serves as a reminder and also as an update to absent members. 





Provide Social Interaction -  Informal social interaction, usually in the form of refreshments, allows the committee members time to continue conversations from the meeting, meet with sub-committee members, or build informal networks. 





End on a Positive Note – Affirmations are very popular and provide a source of motivation to the group.  Use inspirational quotes, motivational poems, or uplifting short stories.





Announce the Next Meeting, Time and Location 











