5.05V - A well-written agenda

 
Objectives:  to look at the process of creating an agenda for a meeting

Trainer Notes

 


An organized meeting needs a well-written agenda. Wouldn't you agree? Once you're finished the following exercises, you'll have learned a lot of vocabulary both for planning and putting an agenda into practice.

Question 1 - Fill-In-The-Gap

Use the followings words to complete the 5 steps on writing a complete agenda:
forget time length style bottom error deal advance issues discussed
Start preparing well in a) _____________. It will show if you rush the agenda--you're likely to b)  __________ things or to put things in a strange order.
Ask the key people attending the meeting if they have any c)  ________ they would like to bring up.
Sort out these issues. Are there any that can be combined? If so, lump them together. Organize the order of events according to time and importance. If something really needs to be d)  _________, you may wish to put it near the top of the agenda so you can be certain you will get round to it. Some people like to put things that take a lot of e)  ____ near the top of the agenda, so that they can be certain they will be able to talk at f)  ______ about them. Others prefer to put such items near the g)  _________ as it means that discussion on these topics won't push other items off the agenda. It may take a little trial and h)  _________ to decide on an organization i )  _______ you like.
Check the agenda for typos.
Print the agenda. You should do this as near to the actual meeting as possible but still leave yourself enough time to j)  _________ with potential printer breakdowns!
Question 2 - Pairing

I want an agenda – and I want it to be a decent one. When did meeting agendas go out of vogue? Who decided we had endless time to sit through unfocused meetings? Match the introductions for each text about the importance of a good agenda to the contents of each paragraph:

1. the topics to be covered and about the materials they might bring. And during the meeting, an effective leader (or lacking that, an effective communicator at the meeting) can focus the discussion by bringing the group back to the agenda.
2. In our volunteer work, which often includes meetings, we have limited time to devote. Unfocused meetings are not a good fit. An agenda, a good agenda, spells out the purpose of the meeting. If there is no purpose, it goes without saying – there should be no meeting.
3. Then count the time being wasted by those sitting through unfocused meetings. Perhaps meeting leaders don’t know how to create effective agendas. There are good resources on the Web and in books.
4. and conduct a focused meeting. This is so rare today that people will actually be amazed and will tell you so. It’s really fun and quite rewarding.
5. Have a focused agenda. It is effective communication. It’s a civil thing because it respects the time of those attending.
6. It should list the location, the beginning and ending times. If this is a group of people who don’t know each other well, include a list of those invited and each person’s role. An agenda lists problems to solve or motions to be presented.
a) Do meeting leaders think they don’t have time to prepare agendas?
b) Take meetings seriously….
c) An effective meeting begins with an agenda distributed several days in advance.

d) When you are in charge of a meeting, prepare a good agenda…
  
e) An agenda distributed in advance gives everyone time to think about…
f) We’re all pushed to produce more in less time in our jobs.


























































