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718. WHAT'S NexT? BuILDING AN AGENDA*

Goal

® To learn bow 1o build a group agenda prior to a
imecting.

Growp Size
e ar more peophe whao work wogerher regularh.

Tie Reguired

Bom ot fifieen minuies,

Materials

- '||||:r chart and ft'lHiﬁl-:'rI miarkers.

Physical Setting

e group's regular meeting room.

Frovess

I Fither plan a meeting without an agenda or use this activity when a group
halmaualhy his no :lgrnrl:.l. et foe mieeting, Axk the EFilifE [t prrnliuir-n
b “huiled an apenda.”
ki “What o we noed 1o accomplish at this meeting? ™ Legibly write cach
bl won @ Mlip chare abong with the name of the permon s sigpessed b

b A voan Fise |I:l]:|i1'.'|. miake sure o |1h e ihern s GulcoEmes oF r'|:|||r:'1r:|
resanlis, Make sure the grosip understamds each outcome and claraly il
HEC CSEATy.

Wi proside ihis peeor s @ service lie newer groep esters. B s niss anioly spesidng, snoess
wihal b i a0 Ry o bearmibg b imenhoed. Blrseeves, we befiee @8 b beoa msefild iechniqoe
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4.

7.

Omice you have the list, ask the group 1o combine similar topecs. IF aiy i
sttt wocurs, assme that the topics are distinet and leasve them separate.

. Ask the person who suggesed each topic bow long it will tike 1 achibeve

the desined outenme. I necessary, allow the group to discuss (he item for
a few weeoncls, Next 1o the topic, write down the sgreed-on time (e.g., ten
minutes), Also ask the person who suggesied the wopke whether he or she
wathd Tike 1o lead the discussion. I not, ask for a voluntesr from the rest
of the group. Beware of asking only one or wo people to lead tie discus
sion of all the items. Rather, make the mecting as panicipative as possible.

. Mow that you hawe a st of topics, a time frame, and the leader s each

topic, widd wp the times. I the amonnt of tme deciled B les than the
amcnint of tine alloted for the mecting, simply start at the top and move
down through the list. However, if the estimated time necded s morethan
the time albotted, the group will need w prioritize the list. Depending on
your preferensce, the team may prioritize the fist using the 1-2-3 et bl
o (e A-BC rmethiosd;

m =227 Method: Agree on the most important iopic to discus and place
a one (1) Beside i, two (2) as next important, etc, Colored dots may
alun be wsed 10 voue, with each weam member being given the sume
number of dots to place beside preferred items. The flems recebing
the maost dods are highest i priority for the growp,

m  A-BE Method Agree tha the group will use the “loudest voice wines”
1o msign the prionties with “A” as vital, that is, = We must accomipdish
thiis outeome at this meeting™: B as important, that is, “We shoadd ac-
complish this outcome™; and G as wrivial, "We coubd do this, but the
workd won't come toan end if we don'taccomplish it today.” Quickly
go through the Tise and wk “1s this an A, B, or 2" and write down
the most agreed-on lewer for cach.

Assign a timekeeper (o keep the team on schedule, then stant with the
most important iters on the list (the 1's or the A's) and move through
ihe agenda for a more effective meeting.

Sawbaninted by Kotk . Armaobd
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ﬂ{ﬁj.ﬁnnﬂ. MEA, :pnw]'m in conrching evecntives ard ther beades u'pr.n_
masagrmel, cnd saplopee bem, bartioilant i the o of shrategic and Bus.
ey plirnming, fanoes imprrvemend, dvivien meking, o coflosmaiine forddeom
sofedsyz. Am aecomfalinked antheor and seditor of severel profeodomal articla and
Dol as well s o feadeed cofwmnid i The Dadly Pross, o Trlbune Pobliching
ramn e, M. Armold i regarnled ws an exferd in boem deoelaprmend end fences
fouferesermernl ek, Wik building evirmordinnry beams as ber ggnatins i
wier, il fas proaniveel pvess foetfidation, demiming, and coochimg sufport fo Soth
freablac- el priveate-secior intinfives,
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