Tips for Successful Committee Meetings
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With some preparation, the Convention Team meetings can be productive and kept to a minimum of time spent to achieve the objectives of the meetings.  Here are some tips:

· Prior to the first meeting, prepare the meeting schedule and contact list

· At the first meeting, start with an ice breaker to help the members get to know each other a little bit   

· Use brainstorming methods to get the group thinking creatively about the convention 

The Convention Chair should also help set the expectations for the group going forward:

· Review key responsibilities of each committee chair and coordinator

· Confirm the meeting schedule and distribute to all committee members – most committees begin by meeting once a month, and then every other week and possibly every week immediately prior to the event

· Make sure that all members understand the expectation of being present at all meetings 

· Distribute the Committee Contact List to all committee members to facilitate easy communications

·  Confirm who will take minutes of each meeting 

Create a set agenda that may be used at each meeting.  Help the team be well prepared for upcoming meetings by providing agenda items that will be covered at each meeting and what input is expected from each member.  Some key agenda items may include:

· Minutes of previous meeting(s)

· Finance Report of all revenues and expenditures to date – including number of registrations received

· Committee Chair reports - Review with all committee chairs how to best prepare for the upcoming meetings

· Utilize the master task list as a working document
· Confirm all logistics already in place

· Report on progress towards completing major tasks

· Review incomplete tasks
· Discuss obstacles to task completion and explore/ decide on solutions – ask for everyone’s input

· Confirm the next meeting date at the conclusion of each meeting

· Remember to thank your committee often!

· Use SKYPE or a teleconference account to have quick phone meetings.  
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