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Best Practices for Running Meetings

1) Be prepared

· Have an agenda

· Include committee input

2) Encourage conversation by being a facilitator

· Eye contact

· Seated in the center of the meeting (not at the head of the table)

· Prompt questions

· Be a good listener

3) Use an effective format (timely)

· Start with debrief / updates

· Objectives in the middle

· Go over next / upcoming events

4) Provide agenda in advance (in email meeting reminder)

5) Ask for RSVP

6) Arrive early and prepared

· Meet with co-chair before to review agenda and share meeting responsibilities

7) Icebreakers / Intro

8) Agenda

· Appropriate items

· Establish / maintain time frame

· Project manager reports

· Provide info about all Emerge Broward upcoming events (macro EB update)

9)  Participation (encourage strongly)

· Breakout groups

· Polling individual members

· Voting

10)  Co-chairs

· Sharing speaking roles

· Refocusing thoughts

· Use to break up the meeting

11)  Have Emerge Broward signup sheets for new members and to take attendance

· Ask new members to stay afterwards

· Give a broad overview of the organization for new members

12)  Group Brainstorming Sessions

13)  Handling Stragglers

14)  Recap meeting and re-confirm commitments

15)  Promote the other committees

16)  Clearly define commitments

17)  Have fun!
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