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how to run an effective meeting
· Establish the purpose of the meeting
a. Why is the meeting being held? Why is it important to attend?
b. What are the main goals of the meeting? What do you want to achieve by the end of the meeting?
· Develop an agenda
a. What topics need to be covered in the meeting?
b. How much time should be spent on each topic?
c. Who will be responsible for speaking about each topic?
· Determine who is required to attend
a. Inform people about the meeting in advance.
b. Inform participants about the meeting purpose, length, location, and whether refreshments will be provided. Share the agenda.
· Determine who will be responsible for chairing the meeting.
· Determine who will be responsible for taking the minutes of the meeting. (Meeting minutes are notes of what was discussed and decided during the meeting.)
· Take attendance before starting the meeting
a. Have you established quorum? Quorum is the minimum number of people required to hold the meeting and vote on decisions. In the Northwest Territories, quorum is usually established with the attendance of more than 50% or majority of the total group members in attendance. Usually, quorum must be established before voting can occur. In other words, at least 50% of the group must be present for a vote to happen.
· Ask that participants turn off cell phones and other devices, if possible
· During the meeting, keep time and stay on topic as much as possible
· Try to ensure every participant is given an opportunity to speak and contribute to the conversation if they wish to
· Start and end the meeting on time
· At the end of the meeting, set the date, time, and location of the next meeting 
· [bookmark: _GoBack]Within 24 hours or as soon as possible, follow up with everyone invited to the meeting (whether or not they attended) to share the meeting minutes and remind them of their responsibilities/tasks before the next meeting
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