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Planning Successful Meetings 
Background 
Meetings can help your coalition share information, plan work, make decisions, build relationships, and keep 
members engaged. This resource covers strategies for planning successful meetings. See the Facilitation 
Toolboxes and Activities resource for more information on facilitating meetings. 

Before the meeting 

Before your meeting, define its purpose and the outcomes you hope to achieve. Then determine who should 
attend, what should be on your agenda, and how you will run your meeting to achieve your outcomes.  

Meeting purpose and outcomes. Determine why you need to hold a meeting. Clearly define what 
outcomes you hope to achieve during and after the meeting. 

Meeting participants. Invite participants who can help you achieve the outcomes you defined. For 
example, if you are making decisions about coalition structure, consider whether decision-makers are 
present. When you are seeking feedback or making decisions that impact the community, be sure to 
invite community members.   

Meeting strategy and agenda. To accomplish your outcomes, you will need a facilitation strategy. See 
the Facilitation Toolboxes and Activities resource for ideas. Create two agendas: (1) a high-level version 
for the participants with the meeting purpose, outcomes, topics covered, and the amount of time each 
will take, and (2) a detailed agenda for the facilitators that includes guidance on facilitating the 
meeting. Share the agendas with facilitators and participants before the meeting so they can prepare. 
Hold a brief meeting with facilitators and speakers to review the agenda and logistics and answer 
questions.  

 

 

 

 

 

Figure 1. Example Facilitator Agenda for ParkRx Planning Meeting 

Meeting purpose: Develop a strategy for recruiting new partners to participate in the ParkRx program 
Meeting outcomes:  
1. Define next steps for recruiting ParkRx partners.
2. Develop a list of three new potential partners to recruit.
Meeting participants: Clinical providers, community-based organizations, park providers, public health
department, community members

Meeting agenda and strategy 

1:00–1:15 Introductions and 
agenda review 

Participants introduce themselves and share favorite park 
activity. Meeting coordinator reviews agenda and meeting 
outcomes. 

1:15–1:30 ParkRx recruitment 
update 

Coalition lead presents slides on ParkRx recruitment efforts 
to date. 
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1:30–2:05 Small groups brainstorm 
a recruitment strategy  

One facilitator and one notetaker are assigned to each 
group. Facilitator leads discussion on ideas for recruitment 
and potential partners. Notetaker writes ideas on chart 
paper. 

2:05–2:15 Break Participant break.  

2:15–2:30 
Share out 

One person from each small group shares their group’s 
ideas for recruitment and potential partners.  

2:30–2:45 
Action items and wrap-up 

Meeting coordinator reviews key takeaways, action items, 
and next steps for the upcoming meeting. 

2:45-3:00 Network Informal networking. 

 

 During the meeting 
 

During the meeting, create time for building relationships, establish and review meeting ground rules, and 
review the agenda. 

Create time for building relationships. When time and group size permit, start meetings with brief 
icebreakers that are inclusive and not too personal. Schedule breaks where people can informally 
connect. Consider using small groups or breakout rooms to help participants build relationships and 
hear more voices. You can also encourage members to connect with someone they do not know during 
breaks or after the meeting. 

Establish, review, and reinforce group agreements. At the initial meeting, develop agreements as a 
group to build trust and create shared responsibility for how meetings are run. One approach that 
ensures that all participants’ voices are heard is Step Up, Step Back, an agreement that invites 
participants to reflect on their comfort level and usual behavior and either step back to make room for 
others to speak or step up to share ideas. The facilitator should remind participants of the group 
agreements at subsequent meetings, when needed. It is also important to occasionally revisit and 
update the group agreements.  

Review the agenda. Review the agenda at the beginning of the meeting so participants understand the 
meeting’s purpose and intended outcomes.    

 

 At the end of the meeting 

At the end of the meeting, summarize what happened, assign action items, review outcomes, plan for the next 
meeting, and seek feedback. 

Summarize the meeting and assign action items. Summarize the key takeaways, decisions made, and 
next steps. Create specific action items to help you accomplish the next steps. Set a due date and a 
point person who will be responsible for each item. In addition to sharing this information verbally, 
share a written copy after the meeting. (A template for notetaking is in Figure 2.)  
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Review outcomes. Review the intended outcomes again to see if you have met them. If not, develop 
and assign action items that will help you reach the outcomes after the meeting. 

Identify and assign roles for the next meeting. Discuss whether and how you will schedule any follow-
up meetings. Also decide who will create the next meeting agenda, facilitate, and take notes.   

Seek feedback. Consider asking for feedback to help plan future meetings. You can ask the group to 
share feedback informally or do something more formal, like a brief poll (for example in Mentimeter or 
Slido) or a survey. Try to gather feedback from participants on the day of the meeting when it is top of 
mind and you are more likely to receive feedback. To gather more detailed feedback from meeting 
organizers, you can host a separate discussion to debrief (for example, with a plus-delta exercise).  

Key consideration: Rotate meeting roles 

Consider rotating meeting roles like agenda developer, facilitator, and notetaker 
between different coalition members. This helps coalition members build planning 
and facilitation skills, encourages participation, contributes to a sense of ownership, 
and supports coalition sustainability. Make sure you provide any necessary coaching 
to help members feel supported in these roles.  

Figure 2. Meeting notes template 

[Meeting name] 
[Date and time] 

Facilitator: 
Notetaker: 
Attendees: 
Intended meeting outcomes: 

1. 
2. 

Key takeaways 

Agenda item Discussion Action Who 

1. -Key discussion points
-Decisions made

-What, by when? Responsible person 

Announcements 
Next meeting 

Date and time Agenda developer Facilitator Notetaker 

Adapted from Butterfoss, F.D. Ignite! Getting Your Community Coalition “Fired Up” for Change. 

Sources 

The content in this document was informed by the following resources: 

• Butterfoss, F.D. Ignite! Getting Your Community Coalition “Fired Up” for Change. AuthorHouse, 2013.

• Community Tool Box. “Group Facilitation and Problem-Solving.” Chapter 16.

https://www.mentimeter.com/
https://www.slido.com/
https://www.lucidmeetings.com/glossary/plus-delta
https://ctb.ku.edu/en/table-of-contents/leadership/group-facilitation/tools
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