Effective Meeting Activities
Ineffective meetings are frustrating as they waste time, energy, accomplish little and leave you wondering why you attend.   This information is gathered from a presentation by John Luchetti. 
John presented a five plan process of: Define -> Plan -> Organize ->Conduct -> Evaluate
The following items help to provide details for each step of the process. 

Define
Why is a meeting necessary?

What do you want to accomplish? 
What are your objectives?

Determine the audience and attendees.
Plan
Any background information needed by attendees?
What information needs to be communicated?
Plan to make the meeting fun.
How are actionable tasks going to be assigned?

What are the next steps?

Any resources required (particular type of room, computer, overhead, flipcharts, etc)
Do you need food or refreshments?
Organize

Set your agenda

Set timing

Determine if agenda items are: information sharing, decision needed, planning, generating ideas or team building 
Organize your agendas, handouts/materials  

Allow time for others to prepare 
Distribute agenda and pertinent materials prior to the meeting
Conduct the meeting

Follow the agenda

Follow your ground rules
Involve others

Encourage participation from all
Conduct the meeting with precision and control but remain flexible

If possible, include a scribe who is not a participant so all focus on participation.
Evaluate your meeting

Gather feedback

Were the objectives obtained?
The scribe may be able to provide feedback

Distribute the meeting minutes
