Troop 80

Guidelines to Running a Meeting
(1) Be Respectful to the Meeting Leader (facilitator)

(2) One Person Speaks at a time

(3) Brainstorming is a good way to get a lot of ideas in a meeting

(4) Meetings should have a written agenda sent out prior to the meeting.

(5) Notes should be taken during the meeting by the scribe and sent out to everyone after the meeting

(6) Decisions should be documented and action items should be recorded and sent out as part of the meeting minutes

