Ad Hoc/Impromptu Meeting Planner

1.
Verify:  Will any of the following methods work as well as or better than a meeting?

(  Phone

(  E-mail

(  Voice mail
(  Memo

(  Other  __________

IF:
THEN:

One of the alternative methods listed WILL work
1.  DON’T hold a meeting.

2.  Use the method checked above. 

One of the alternative methods listed will NOT work
1. Complete this meeting plan.

2.
Purpose of meeting (what specifically needs to be accomplished):

3.
Participants:  

Timekeeper:  ______________
Recorder: _________________
4.
Date: _____________
Location: _______________


Start time: _________
End time: _______________

5. 
Agenda:


Who?
What?
How Long?

1




2




3




4




What to do:
Power-Start the Meeting:
Keep Public Notes/Minutes
Manage Time Robbers
Power-End the Meeting:

(  Begin on time.

(  Welcome participants.

(  Explain purpose of the meeting.

· Share the agenda by writing on an easel pad or distributing copies.

· Review the ground rules.

(  Ask for questions and make sure  everyone is ready to begin.
(
Ensure all notes are written on an easel pad or white-board in full view of participants.

(
Record only essential items.

(
Allow participants to help maintain accuracy/correct mistakes as warranted.
(  Insist that everyone adheres to the ground rules. 

(  Keep participants focused on the topic at hand. 

(  Keep to the posted time limits. 

(  Address time-robbing behaviors.

-
Call the person(s) by name.

-
Acknowledge good intentions.

-
Suggest a different behavior.

-
Suggest more firmly when needed.
· End on time.

· Solicit comments.

· Summarize the meeting.

· Solicit final comments.

· Thank everyone.

(  Promise copies of minutes and/or updates on decisions/ information related to the meeting.

