Awesome Agendas  

A good meeting agenda is worth its weight in gold.  Whether planning or implementing, meetings are working meetings.  Planning and implementing your Countywide Action Plan involves lots of people, lots of projects, lots of steps - in other words, there are a lot of moving parts to track and manage.  Meetings are an excellent opportunity to check-in on how things are going.  Because of the complexity and collaboration required for this type of project, it is essential to spend time in advance of the meeting to carefully plan the agenda. 

TIPS for Creating Awesome Agendas:
· Before drafting the agenda -- know your purpose
· PURPOSE = what you want to accomplish
· Desired Outcomes = can be substantive, personal, or procedural. 
Examples -- recommendations, identified next steps, consensus, info sharing, hearing other perspectives, draft, final, etc. 

· Include meeting’s purpose on the agenda.  Outcomes on agenda are optional. 

· Include location with address / log-in info for virtual meetings

· Include start and end time for meeting

· Include start times for each main section of the agenda 

· Include a Welcome / Opening remarks (purpose, agenda review and intros (as needed) 

· Include Next Steps

· Include Summary and Timeline Review

· Include next meeting date if known 
 
