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Leadership Program

	EXECUTIVE SUMMARY-CONDUCTING EFFECTIVE MEETINGS


WHY THIS IS NEEDED
Transportation professionals spend a large portion of their time in meetings; however, all too few of us holding a leadership position have been formally trained to conduct an effective meeting.  Meetings are the event by which an organization’s achievement and effectiveness is determined and are also the event for which most employees gain ownership and direction of the organization as result of seeing their ideas considered, participating in decisions which impact them; thereby becoming motivated and committed to action.  This is a high priority leadership practice that can easily be taken for “granted.”
SDITE 2010 VISION FOR MEETINGS

The SDITE Leadership Oversight Team has established a vision for future meetings conducted by our transportation leaders as follows:

· Meetings begin and end on time
· High energy / participation by everyone

· Striving for desired outcomes
· Sense of progress / completion
· Follow-up is monitored

HOW TO CONDUCT A MEANINGFUL MEETING
Once a decision that a meeting is needed, the following actions are recommended in planning, conducting, and monitoring decisions made and / or action taken at the meeting:
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Action #1:
Develop an agenda

Action #2:
Develop an invitation list

Action #3:
Invite the participants

Action #4:
Establish meeting logistics
During the Meeting:
Action #1:
Start meeting on time

Action #2:
Remind participants of purpose

Action #3:
Establish meeting goals
Action #4:
Work through agenda items
Action #5:
Determine next steps needed

Action #6:
Conduct brief meeting evaluation

After the Meeting

Action #1:
Get notes / minutes out ASAP

Action #2:
Monitor and communicate progress
Have a clear purpose and agenda
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Follow-up is critical to success
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