Steps to Meeting Planning

Work through all of the following steps.

Determine purpose. 

Determine that you need to have a meeting and for what reasons. Some questions to consider: Are you ready to have the meeting? If not, what will make you ready? Is the needed information available now? Do we need group involvement to move ahead effectively? What are the intended outcomes?

Consider the following common meeting purposes (source Interaction Associates):

	Purpose
	Example

	Celebrating
	Recognizing and honoring achievements and important transitions or life passages

	Analyzing
	Determining the causes of a situation and the relationship between different elements or variables

	Decision making
	Reaching a conclusion about what action to take

	Informing
	Providing or receiving information, or clarifying information, usually for use later

	Mediating
	Facilitating the result of negotiation or conflict between people

	Planning and problem solving
	Setting goals and establishing a schedule of activities. Or working in a team to resolve issues or take advantage of an opportunities

	Team Building
	Creating feelings of trust and collaboration, and establishing norms for how a group works together

	Tracking then evaluating
	Monitoring progress toward goals (usually for work that is being done independently) then assessing relative success in achieving planned objectives


After considering your purpose, write 1-3 clear statements of purpose or objectives for the meeting:

PURPOSE/OBJECTIVES:

Activity 3: Planning an Actual Meeting

Here, participants will take the tools they have acquired throughout this workshop and apply them to their own meeting planning.

To go along with the developmental model of CSAP, there should be some set guidelines as to who the meeting will be for and what purpose it has. Here are some guidelines to help them get started:

· Who do you want to include in your meeting? (Professors, Community Agencies, Student Activists, Local Officials, etc)
· Where do you want your meeting to be held?
· What involvement should your peers play in planning and implementing this meeting?
· What subject matter do you want to cover in this meeting?
· Should this be a lecture meeting or a discussion meeting?
· Who would you like to facilitate this meeting?
· What time of day would you want the meeting to occur?
· What are your goals and what is your overall goal you wish you accomplish at this meeting?
