Effective Agendas for effective Meetings
A meeting agenda is intended to   
· provide advanced notice of topics to be considered along with expected outcomes for each topic so that meeting participants can prepare appropriately; and 
· serve as a tool to structure the meeting so it will proceed constructively.
To accomplish both of these purposes, a little extra attention to the composition of Agendas is repaid handsomely in more effective and less frustrating meetings.

· Insofar as possible, Agendas should be provided well before the meeting.  Agendas that come out only hours before the meeting is scheduled to take place cannot function as a trigger to preparation by participants.

· Consider having an agenda item that is an explicit review of the Agenda and agreement to it.  This way, any “additional business” can be flushed out and explicitly relegated to the end of the meeting.  This can help avoid “high-jacking” of meetings.
· Assign specific amounts of time to each Agenda item.  This practice both sets an expectation of how the meeting will flow and suggests a relative weight for each topic.  

· State the person responsible for speaking to and driving an Agenda item.  The Chair may be the driver for several items on the Agenda, but often someone else is more relevant to speak to an initiative or on-going project.  That person’s name in parentheses after the Agenda item will alert him or her to be prepared to speak to and drive that item.   
· Provide enough information for each Agenda item.  This makes the agenda a better resource document at the time of the meeting and afterward.  For instance, instead of item 1 stating merely “Welcome New Faculty”, it is much more helpful to provide also the names of all these new colleagues (with correct spelling!) to assist in the process of learning their names and to assure no one is accidentally forgotten in the heat of the moment.  
· State the purpose and expected outcome of each Agenda item.  For example, “Discuss space allocation” almost invites expressions of feeling about any issue of space allocation and does not indicate what is meant to be achieved.  If the actual desired outcome in regards to space allocation is stated in the Agenda, such as “decide location of new equipment and determine any additional cabling/electrical needs” or “establish criteria for deciding who gets the corner office”, then all participants should have a similar expectation of the goal of that item.  The Chair can more easily ask anyone who strays from the topic to return to the stated objective.
· Order the Agenda items strategically.  Take into account time pressures, the heat of various topics, any interdependence between topics, and availability of presenters.  This can help assure that essential business is completed and not overshadowed by a less significant topic that happens to be more contentious.  Such strategic arrangement will also help the Chair to stick to the agenda order (which is extremely helpful to the taker of the minutes and to general comprehension of “where we are” by the meeting’s participants).
· As a final item on the Agenda, provide the time, date, and location of the next meeting.  It may also be useful to provide information about that meeting if it is significant (such as “budget meeting” or “Fall semester reports on progress toward strategic objectives”).
· Think strategically about the e-mail that provides the Agenda.  Many Agendas go out in an e-mail with the subject line “agenda” and inside a message such as “see attached”.  That’s a missed opportunity.  With just a bit of “copy and paste”, the e-mail supplying your agenda can contribute to the success of the meeting.  The subject line is a useful tool in assisting participants to locate the Agenda amongst a sea of other e-mails -- so a line such as “agenda for 10 September ‘17 mtg of awards subcommittee in 204 KC” is worth the effort.  Once the e-mail is opened, the body of the message can highlight the key items, remind about changes of venue, provide the link to the e-mail address of whomever is taking RSVPs, provide links to relevant documents, and explain the significance of any ancillary materials that are provided with the Agenda (for instance, “Draft of unit self-study for discussion and improvement”).
