TIPS FOR RUNNING SUCCESSFUL MEETINGS
· Have clear objectives for each meeting: be clear and realistic about what you want to achieve, and what can be achieved, and ensure that all concerned are clear on what the objectives are.  Focus the agenda and all input and discussion on these objectives.  
· Prepare thoroughly: prepare the Chairman and key players carefully, ensure that those attending the meeting are well briefed, and prepare for different outcomes and contingencies.   
· Focus the meeting on action planning and not updates: avoid meetings that are a long series of people updating each other by focusing the agenda on what needs to be done next, what blockages may exist and ways to address them.   If possible, ensure that updates are given in pre-reading materials and reports, so that people are knowledgeable on the current situation before they get to the meeting.  

· Send out documents that are to be approved in advance of the meeting:  avoid situations where important documents that need approval at the meeting are thrust on participants at the table.  The result will be long, uninformed discussions and focus on small and trivial details.  Likewise at the meeting ask for general comments on the documents, with detailed comments to follow by email – you do not want to spend precious time commenting on grammar, typos or punctuation! 
· Send out agendas, pre-reading and documents to be approved in good time: aim for pre-circulation a week before the meeting to allow participants to prepare effectively.  Avoid wherever possible sending out documents just before the meeting and/or piece-meal.  
· Work on the principle of ‘no surprises’: don’t thrust new information on participants, especially where important subjects are to be discussed or decisions made.  Key players should be fully prepared, so that decisions are made according to the objectives and in a timely fashion. 
· Report promptly: aim get the minutes approved by the Co-Chairs and published within two weeks.  Ensure that actions and responsibilities are clearly communicated.    
MEETING LOGISTICS CHECK LIST

Slides

Speaker presentations







(
Back-up speaker presentations (e.g. on memory stick)



(
Paper copies (if required)







(
AV Equipment (CHECK BATTERIES)

Laptop(s)









(
Projector









(
Audio recorder (if needed)







(
Video camera (if needed)







(
Tripod (if needed)








(
Video and audio tapes (if needed)






(
Extension leads








(
Laser pointers









(
Flip charts









(
Flip chart pens








(
Signage

Name cards (including blank spares)






(
Logo boards









(
Direction arrows








(
Badges

Delegates/Speakers/Project attendees





(
Badges









(
Spare badges









(
Participant Materials

Agendas









(
Participant list









(
Venue map/directions








(
Supporting papers








(
Expense claim forms








(
Participant packs








(
Participant contact details







(
Spare copies of materials







(
Chair’s notes









(
Speaker Materials

Speaker briefing notes (copies)






(
Chairman’s housekeeping notes






(
Venue

Confirmation letter to hotel:







(
· Date and time








(
· Agenda








(
· Catering arrangements (coffee breaks, meals)



(
· Accommodation

Payment arrangements







(
Taxis










(
Map to venue









(
All relevant bookings sheet, etc.






(
Travel and Money

Travel tickets









(
Itinerary









(
Company credit card








(
Laptop

Laptop (presentations loaded)






(
Back-up laptop (presentations loaded)





(
Disc drive / CD Rom drive







(
Extension cables








(
General

Blue Tac









(
Scissors









(
Sellotape









(
Gaffer tape









(
Masking tape









(
Pritt stick









(
Pens (red, blue, black – thin, fat)






(
Paper clips









(
Staples









(
Staple remover








(
Post it pads









(
String










(
Spare clean discs








(
Spare paper









(
Envelopes









(
Business cards








(
Plasters









(
