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Quick Tips for Good Meetings

Meetings can pose one of the greatest difficulties in effective organizing. A good meeting can lead to successful events and a strong chapter of Democracy Matters at your campus. A bad meeting can cause you to loose members and struggles in raising awareness about Clean Money. But never fear, follow some of the tips below and you’ll be having amazing meetings in no time!
Create a Casual Atmosphere - People join groups for many reasons – they not only want to make change, but they also want to make friends. Turn your meeting into a social event by creating a casual atmosphere. Have free pizza at your first meeting, throw an end of semester “party” at your meeting to celebrate your successes, or invite new members out to lunch with your chapter. The point is, people will enjoy working with your chapter of DM more if they’re friends with people. No one likes going some place where they know no one – no matter how much they care about the work. Meetings will be much more enjoyable and productive if people are at ease! 
Adequate length – Meetings should not be five minutes (Why did someone drag themselves to the meeting in the first place? People will be left questioning what the group has really accomplished.) but not longer than an hour or so (People have homework and other commitments! And it’s highly unlikely you’re being productive past the hour mark.). The important thing to remember is that time is scarce and if you ask for it from people, you need to use it appropriately and productively. 

Prepared Agenda- Having a prepared agenda shows people that you have put thought into the meeting and have a clear plan of what you want to accomplish. They won’t feel like the meeting is dragging on for ages with no clear direction and your time spent together will be more productive. Put time limits on each section of your agenda – be flexible, but try as much as possible to stay within the times listed. A sample agenda is below.
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Change Elections Change America



Educational Issue of the Week- 15 minutes

- This is an important part of any meeting and it ensures that your members are continuously learning more about Clean Elections and becoming strong experts who can speak confidently about the issue. This section might be a member presenting an article about money in politics that has been in the news or a faculty member that you’ve brought in to speak about reform, etc.

Updates on Tasks- 5 minutes
- This helps ensure that campaigns are moving forward at an appropriate pace. It helps members see that work is being accomplished and that their efforts are making change. This is a good place to celebrate recently accomplished successful events!

Brainstorming For Upcoming Campaigns - 15 minutes
- This section may be shorter or longer depending on whether you’re in the midst of other campaigns or if you’re just starting the semester, etc. Remember brainstorming is about throwing out ANY idea, don’t shoot down an idea until everyone has made suggestions and the group works through the list of possible campaigns.
Logistical Planning for Upcoming Campaign (small groups) - 10 minutes 
- There are many parts to the implementation of each campaign and it’s more effective for people to work in many small groups on individual components, than in one large group on many components. Split the group into small working groups and give them a chance to get together, assign tasks, plan for another meeting outside the larger group, etc.  

New Issues or Problems - 10 minutes
- A good leader is always open to critique and improvement. Leave some time at the end of the meeting for members to voice questions or concerns that didn’t come up during the meeting. This is also a good time to recognize the hard work of any member who has been key in your group’s recent successes.   

Action – A key component of any meeting is ACTION. If people sit still for an hour at a meeting they will leave feeling as if they have done nothing. People should take action AT a meeting and they should be given a responsibility for AFTER the meeting. At the meeting people could write letters, design a flyer or simply chart out logistics for an upcoming an event. After the meeting, they might be charged with hanging flyers, arranging plans for chair set-up at an event or speaking in their class about Democracy Matters. Whatever it is, member need to DO something!!! However, set realistic expectations for these actions – nothing buoys a group more than tangible success! 
Delegation of work – Once you’ve made a plan for an upcoming event, divide up the necessary work and delegate it to members. Tasks should be divided up into small chunks and groups of two people should be assigned responsibility for each one (people work better and tend to be more accountable when working in pairs). At this point, you’ll have to let go of some control – this can be hard but it is important so that people feel their work is important and so that you don’t burn out! However, don’t be afraid to have someone check on their progress. People won’t feel good about doing a job if it is obvious no one cares whether it gets done! 
Facilitation – Part of the difficulty of members comes in facilitating the meeting, ensuring that members feel their ideas are heard and moving discussion forward. 
· Watch group vibes. If people seem bored or inattentive, you may have to speed up the pace of the meeting. If people seem tense because of unvoiced disagreements, you may have to bring concerns out into the open. 

· Ask open ended questions. For instance, "We seem to be having trouble resolving the matter. What do you think we should do?" Ask clarifying questions when necessary.
· Summarize what others say. For instance, you might begin, "It seems we agree that . . . "

· Welcome new ideas – especially from new member! NEVER reject an idea outright. Every contribution should be treated as valuable.

· Make sure everyone gets a chance to speak. One way of ensuring quiet people get a chance to speak is to initiate a round. In a round you move around the table with everyone getting a few minutes to present their views.

· Inject humor. There a few better ways of overcoming cranky, niggling or petty behavior.

· Create a democratic atmosphere by putting all the chairs in a circle where people see one another. 

Dealing with difficult behavior – Facilitating a meeting can be easy, until you hit a bump in the road.  
· Flare-ups. When two members get into a heated discussion summarize the points made by each, then turn the discussion back to the group.

· Grand standing. Interrupt the one-man show with a statement that gives him credit for his contribution, but ask him to reserve his other points for later. Alternatively, interrupt with, "You have brought up a great many points. Would anyone like to take up one of these points?"

· When someone keeps repeating the same point, assure them their point has been heard. If necessary ask the group if they want to allow the person to finish making their point. 

· Interrupting. Step in immediately with, "Hold on, let X finish what they have to say." If necessary, ask the person who tends to interrupt to act as the recorder for the meeting. 

· Continual criticizing. Legitimize negative feelings on difficult issues. You might say, "Yes, it will be tough to reduce traffic congestion on Marguerite, but there are successful models we can look at." If necessary, ask the critical person to take on an achievable task. 

Most Importantly Trust yourself - Everybody struggles with meetings. You need to find a style that works for you, that works for all your members, and that works for the time of the semester. This is hard and takes continual readjustment. But trust yourself, read your group members, ask them for suggestions and always turn to your staff link for more help! 
Democracy Matters is a project of Common Cause
www.commoncause.org

