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» » »
Types of

Meetings
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Stick to time
allotments

Provide an
overview/questions
for each content
item

10:00 AM

10:05 AM

10:30 AM

10:45 AM
11:00 AM

11:15 AM

11:25 AM
11:30 AM

Welcome and Introduction

Approval of the May 18, 2022 meeting minutes
Transportation, Distribution and Logistics Discussion
¥  Overview of TDL report findings
¥  Discussion — recommendations based on TDL findings
Evaluation Workgroup Update: Review feedback discussed during the last meeting,
review next steps.
Performance Workgroup Update: Discuss timeline for future performance updates

Statistical Adjustment Model Update

New Business / Old Business

Public Comment
Adjournment

Marlon McClinton

Marlon McClinton
Mike Baker

Aime’e Julian
Molly Cook
Jay Brooks

Brian Richard

Marlon McClinton

Marlon McClinton
Marlon McClinton
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TIME (AM) | PRESENTER/ACTOR _ |ACTIVITY ____ Prashind______________| TechAction___________! L2 2 SR . .1 S Y SRR E
8:10 | Molly/Sarah Confirm Zoom is working Check Zoom phone and video NONE
Sarah Controls PowerPoint PowerPoint NONE
Terah Monitors Chats Chats NONE
Molly Make Sarah, Jeannette co-hosts Co-Host NONE
8:15|ALL All Core Team Arrives Login to Zoom NONE
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Consider spacing and avoid overcrowding

Source: Peregrine Communication



https://www.peregrinecommunications.com/insights/common-mistakes-powerpoint-presentations

MEETING PREPARATION CHECKLIST
Use this tool to prepare for your next big meeting.

Have you:
(] Identified the purpose of the meeting?

[0 Made sure you really need a meeting?

[ Developed a preliminary agenda?

O Selected the right participants and assigned roles?
[J Decided where and when to hold the meeting?

[J Confirmed availability of the space?

O] Sent the invitation?

(] Sent the preliminary agenda to key participants
and stakeholders?

[J Sent pre-reading or requests which require advance
preparation?

[J Followed up with invitees in person, if appropriate?

[J Chosen the decision-making process that will be used
(majority vote, group consensus, or leader’s choice)?

O Identified, arranged for, and tested any required
equipment?

[J Finalized the agenda and distributed it to all participants?

O Verified that all key participants will attend and know
their roles?

[ Prepared yourself (drafted presentations, printed
handouts, etc.)?

SOURCE RUNNING MEETINGS (20-MINUTE MANAGER SERIES),
HARVARD BUSINESS PUBLISHING HBR.ORG



https://hbr.org/2015/03/a-checklist-for-planning-your-next-big-meeting
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https://www.stevenrogelberg.com/
https://icsps.illinoisstate.edu/images/pdfs/WIOA/OET_Training_Slides/Optimize%20Meeting%20Effectiveness%20PDF-min.pdf
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Naturalistic
Learning

Visual Visual or Spatial
\ Learning

Requires being outside
in nature to retain
information

Requires visual aids,
images, diagrams or graphs

LingUi Stic to retain information
\

Kinesthetic or
Physical Learning

Linguistic or

LOgical Verbal Learning

Requires reading, writing, Requires being hands on

| listening and speaking to a"f‘ physically. touching or
retain information doing something to retain
! d . t information
I Logical or
Mathematical
. - Learnin
Naturall Stlc : & Requires the ability to
Requires categorizing FERR— wor'k problems Ol:lt on
things and logical thinking SeE i toretain
// to retain information information

KineSthetiC . Interpersonal or

Social Learning

/ R ) Requires relating to

b O Requires sound, music others and working in
S O llta Or S 0 C 1 a I or rhythm to retain group settings to retain
information fesssssssssssssssess==== information

"H#$%&'())+ .-


https://visme.co/blog/8-learning-styles/
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Stick to time
allotments

Provide an
overview/questions
for each content
item

10:00 AM

10:05 AM

10:30 AM

10:45 AM
11:00 AM

11:15 AM

11:25 AM
11:30 AM

Welcome and Intr

Approval of the May e ute
Transportation, Distri nd Lgestic S
¥  Overview of TDLre indin

¥  Discussion — recommendations based on TDL findings
Evaluation Workgroup Update: Review feedback discussed during the last meeting,
review next steps.
Performance Workgroup Update: Discuss timeline for future performance updates

Statistical Adjustment Model Update

New Business / Old Business

Public Comment
Adjournment

Marlon McClinton

Marlon McClinton
Mike Baker

Aime’e Julian
Molly Cook
Jay Brooks

Brian Richard

Marlon McClinton

Marlon McClinton
Marlon McClinton
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remember one thing about my
explanation, what is that one
thing? Why should my audience

care about that one thing?”

Source: Inc, Matt Eventoff



https://www.inc.com/the-muse/how-to-make-complex-ideas-easy-to-understand.html
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I L.E.A.D. series recordings and presentations:
I Optimizing Meeting Effectiveness ,

I Taking Initiative and Being Accountable



https://icsps.illinoisstate.edu/wioa/oet

