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What
makes 3 meeting

SUCLESSFUL
7

i takes 2 team
of people who
ACTIVELY
EXCHANGE IDEAS
to ACCOMPLISH

To help ensure success, group members should:

UNDERSTAND THE
MEETING’S PURPOSE
A lot can be accomplished when
people have a clear sense of

direction. Some of the common
goals of meetings are to;

e EXCHANGE information
e SOLVE problems
e MAKE decisions
e SHARE concerns

o EXPLAIN issues.

POOL THEIR
IKNOWLEDGE

Meetings bring together people
with different ideas and experi-

ences. Members have an oppor-

tunity and a responsibility to:
® EXPRESS thoughts
® REACT to others’ ideas

e COMBINE their skills to
reach solutions.

A SCRIPTOGRAPHIC BOOKLET by CHANNING L. BETE CO., INC., South Deerfield, MA 01373 U.S.A.

© 1983 All rights reserved. Tel. 1-413-665-7611

1991 Edition 1850A-12-83

Why is my

PARTICIPATION
IMPORTANT
’

Because your IDEAS, COMMENTS and
SUGGESTIONS ean benefit:

YOUR- ORGANIZATION

Active and positive participation

helps to:

e ACHIEVE the goals of the
meeting

e PROMOTE the group’s
objectives

e [MPROVE teamwork and
morale.

You

Your involvement can help you

polish your skills in:

¢ COMMUNICATION, because
meetings allow you to gain ex-
perience in expressing yourself,

¢ | EADERSHIP, since you can learn
a great deal by observing and fol-
lowing the examples of successful
group leaders.

Learn how you
can become 3 more
effective participant




carefully (if available).

" to be discussed.

BE PREPARED

You ean help the meeting run smoothly if you
DO YOUR HOMEWOR|!

Now

THE PURPOSE

of the meeting so you

can determine how you

can contribute to the

o - ' ..,

REVIEW
THE AGENDA

It will acquaint you with
the specific issues

' ASK QUESTIONS

before the meeting
about anything you don’t
understand. Questions
.. show your concern for

i the meeting’s success.

meeting's success.

i any available background
4 information before the

meeting so you canbea  /

a more knowledgeable, -
. valuable meeting ;
member.

.................

UNDERSTAND

why you've been invited. ;
You're more likely to par-
ticipate actively if you know i
what's expected of you.

..........
.........

i

PRACTICE
GOOD MEETING MANNERS

ARRIVE ON TIME
Latecomers may delay the
meeting, create confusion or
break the flow of progress.

TCOAY'S ACENDA

)

OBSERVE SPECIFIED
TIME LIMITS

This will allow others a

chance to speak and helps

ensure that all issues on

the agenda are covered.
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Proper etiquette
ean help ensure
that goals
are met (“
accordmg @
to schedule. i %;;
AVOID UNNELESSARY
INTERRUPTIONS
In most cases,
phone calls, L
messages, etc., MeETG
can wait until PROGRE G,
the meeting
is over. °
REFRAIN FROM
DISTRACTIONS
This includes whispering to your
neighbor, doodling, shuffling
papers, etc.

STAY UNTIL THE END

Important follow-up plans are
often made during the final
minutes of a meeting.




YOUR- =
PARTICIPATION|

DOES MAKE A

As part of 3 team
worlding to reach

carefully planned goals,
it's up to you to:
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POSITIVE

APPROACH
Keep an open mind.
When a group
rmember shares an
ides, look for the
value in Hhat idea.
Above dll,

be enthusiastic.
Enthusiasm can

be contagious!/




GOOD COMMUNICATION 1S A SKILL WORTH BUILDING

WHEN OTHERS SPEAK

LISTEN
CAREFULLY

Each speaker deserves your full
attention. But being attentive
isn’t just a matter of politeness.
Careful listening prevents you
from missing valuable information
and allows you io take accurate
notes.

BE
COURTEOUS

Treat all members in the same
way you'd like them to treat you.
Don’t interrupt speakers. Never
distract others with inappropriate
remarks or actions.

RESPELT
OPINIONS

Everyone has the right to express
an opinion. Avoid making hasty

judgments of others’ ideas. Allow
others to express their ideas com-

pletely before you offer comments.

CONSIDER
SUGGESTIONS
Don’t become defensive when
others express ideas that conflict
with yours. Instead, use their

. suggestions to refine and develop

your own ideas.

Ideas ean be shared more effectively if you keep these basics in mind.

WHEN YOU SPEAIL

EXPRESS
YOURSELF CLEARLY

Good pronunciation (saying
sounds correctly) and enunciation
(saying sounds distinctly) will be
appreciated by your listeners.
Proper volume and tone also
enhance delivery. Be sure that
you face the group (don’t speak
when drawing on board, etc.).

SUMMARIZE

AS NEEDED
Sometimes your remarks may be
long and complex because of the
topic of discussion. In such
cases, you can help your listeners
by summarizing your main points
before you finish speaking.
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INCLUDE
EVERYONE

Make all group members feel
that you're speaking to each of
them. Never direct your com-
ments only to the person beside
or opposite you.

OFFER
SUGGESTIONS
Most people welcome good ad-
vice. Don't hesitate to make
suggestions, but offer them at
an appropriate time and in a
positive manner,
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* must be considered

MAKING AN EFFECTIVE pPRESENTATION

...............

.........

YOUR- AUDIENCE

when you prepare your
speech. What they
need to know, how
much they already
know, etc. are
important factors.

PREPARATION

This is your special chance to
on 2 subject of importance

.....

OPENING REMARIKS
set the tone and state
the purpose of all that
follows. Capture the
attention of your au-
dience with an in-
teresting beginning.

»  YOUR OBJELTIVES
£ establish what in-
formation you'd
like to convey and
how you'd like to
convey it.

TIME LIMITS

must be con-
sidered when
preparing a

presentation.
Reserve time
for guestions.

ORGANIZATION
is essential to clear
understanding of
. any subject. An
= outline of key
i topics may be
i helpful.

VISUAL AIDS
- such as flip- y
charts, slides m

and videotapes (5 /| — - .
help reinforce E%C
remarks and < M B
add interest to \L‘J\%f/i :

presentations.

REHEARSING
your speech helps
build confidence
and ensure success.
Practice alone or in
front of others, or 2
tape-record your
presentation.

share your knowledge
to the group. S

DELIVERY

SPEAK NATURALLY

from your notes. Avoid reading

or memorizing your speech.

GAUGE
YOUR VOLUME

- a speech that can’t be heard
loses the audience’s interest.

If people in the back of the room
must strain to hear you, speak
louder.

ESTABLISH
EYE CONTACLT

to help your audience feel
involved in what you're saying.
Staring at the floor or back wall
detracts from your speech.

;F HONEST!

If you can’t
USE VISUAL AIDS arswer 3 question,
don't ry to bluff

if appropriate, and make sure
everyone can see them. Avoid

your audience.

displaying too much information / ~
at one time. ~
BE AWARE OF <
NERVOUS HABITS

that can be distracting, such as
repetition of certain words, pac-
ing, and long pauses.




BRINGING THE MEETING TO

People appreciate meetings that end on fime,

but no meeting should adjourn without:

TYING UP ANY
LOOSE ENDS

Sometimes it's impossible to cover
every item on the agenda. How-
ever, avoid hasty decisions that
may be regretted later. Instead,
table unresolved issues until the
next meeting.

ACENDA
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FOLLOW-UP
ASSIGNMENTS
To help guarantee that action is
taken on decisions, it’s important
to know:
e WHO is responsible for carry-
ing out the decision
e WHAT is to be done
e HOW action is to be carried
out

¢ WHEN the work should be
completed.

CLOSE

A SUMMARY
OF DECISIONS

To help refresh the memories of
group members, a quick recap of
decisions made and actions to be
taken can be helpful. This review
can also help prevent confusion
later.

PLANNING THE
NEXT MEETING

To get a head start on the next
meeting, plan now.

¢ Set the date.
¢ Select the place.
e Develop a preliminary agenda.

Meetings
that end on
3 positive note
are more likely
to result
in suecessful
follow-up
action.

if you don't

your assignment.




Some questions
and answers about

PARLIAMENTARY
PROCEDURE

It's a set of rules governing
conduct at meetings. The
rules protect everyone's
right to be heard and allow
decisions to be made with-
out confusion.

[ S‘}
Parliamentary procedure gﬂ i %

can be adapted to meet

the needs of any group or |
organization. However,

it's most useful when a
large group meets or

when formal debate is
required.

. It's the basic
handbook of
parliamentary

procedure used
by clubs, organ-

7 izations and
other groups.

$00--
Meetings can be the

FOUNDATION FOR SULLESS

-- for you and your organization/

[ € PREPARED [ BE SUPPORTIVE
to do your part. of your group’s
efforts to
[T 8€ EFFECTIVE, e —
by using good
communication Q
skills. =

BECOME THE IKND OF
MEETING MEMBER- OTHERS
CAN COUNT ON!



