
Tips for a Successful Meeting
l Start the meeting on time. Board members will appreciate your respect for their time.

l  Begin each meeting with appreciations and triumphs. Appreciations and triumphs are an opportunity 
for board members to thank or recognize other board members or the board of directors as a whole. One 
board member may thank another board member for her help with registration or congratulate the board for 
raising $1000.00 in a fundraiser. Appreciations and triumphs help to create a positive atmosphere in which 
board members feel valued.

l  Stick to the agenda. It’s easy for a meeting to go off on tangents which can be frustrating for board mem-
bers. Work hard to stick to the agenda. If an important new item comes up, either target that for the next 
meeting or, if it is urgent, get the board’s approval to talk about that for a specific amount of time so it will 
not result in other important items not being covered.

l  Get everyone’s input. Not all board members will be as vocal as others. You may need to specifically ad-
dress the less vocal members to find out their opinions.

l  End the meeting on time. If possible, keep the meeting under two hours. However, even if the meeting is 
planned for a shorter or longer period of time, try to end at the time stated on the agenda. Board members 
will be reluctant to attend meetings if they think each one will run far behind schedule. If necessary, place 
time limits on the debate of certain issues. If the issues cannot be resolved within that time, continue discus-
sion on the issue at the next meeting.

For more Resources, visit:  www.PCADevZone.org
For more information on Positive Coaching Alliance, visit:  www.PositiveCoach.org
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