How to run a successful meeting:
1. State the Purpose

a. This is a time to define what the meeting is going to concentrate on. For example, “Today we are going to talk about the LUCC rerecognition process.”

2. Greeting and Introductions

a. Introduce the new members if any. This might be a time to do a icebreaker (see Icebreaker section for more details). Simply thank everyone for coming. Take attendance if necessary. 

3. Have an agenda

a. An agenda is crucial to keeping you on track. Format your agenda before the meeting starts. Here is a sample agenda from a Hall Council meeting.

	Sample Agenda

I. Call to Order

a. Chair calls meeting to order

b. Chair asks for approval of the previous meetings minutes

i. The secretary should have gotten all the floor/house reps a copy via email or paper sometime before the meeting

II. Officer Reports

a. President

b. Vice-President

i. Committee (chair) reports

1. ex: social, budget, constitution, special event, and all other committees where appropriate

c. Secretary

i. Send around attendance sheet so secretary can keep track of the weekly attendance.

d. Treasurer

i. Report on the status of the budget.  Report income and/or expenses in the past week.

e. LUCC/Parliamentarian

i. Report on LUCC issues

ii. Asks for feedback to take to LUCC

iii. Offers suggestions related to parliamentary procedures to give floor reps more “tools”

f. Advisor Reports

i. Head RLA and RHD give a brief report

III. Old Business

a. Revisit topics covered the previous week.  If motions were tabled the week before, they should be brought back up during this segment.

IV. New Business

a. Floor opens for any new business the council needs to discuss and vote on.

V. Announcements

a. Any announcement that anyone, including floor/house reps and other residents would like to make.

VI. Adjournment

a. A motion and a vote to adjourn the meeting.  

Note:  This is a very basic outline.  Other sections can be added as needed to fit the needs in each specific hall.




4. Be on time.

a. Encourage punctuality. Bribing with food is always a good idea. This also pertains to not going over the scheduled time. If an issue is brought up that is consuming a large portion of time and idea is to ‘table’ it. Tabling is stopping discussion on an issue and allotting time in later meeting to continue the discussion.

5. Maintain focus

a. Try not to allow too many tangents. If individuals in your meeting are losing interest physical activity or movement is a great way to get people to engage again. Play a quick and humorous game (see icebreaker section for ideas). 

6. Delegate responsibility

a. Ask “does someone want to be in charge of this?” Divide up larger projects into manageable portions. For example, Jane will talk to Physical Plant about the stickers; John will go to LUCC for funding, Judith with handle publicity, and so on. 
7. Review the meeting

a. Give a quick recap of what has been discussed. Remind people of what they are in charge of and deadlines. State when the next meeting will be and where. 

8. Give the last word

a. See if there are any other issues on the floor to be discussed or resolved. Thank everyone for coming. 

Questions? 

Contact: 

Jacob Cogger

Jacob.cogger@lawrence.edu 

Residence Hall Director, Plantz Hall- Phone: 832-7383

Residence Life Leadership Coordinator- Phone: 832-7298
