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1. Prepare an 
agenda

2. Determine 
a facilitator

3. Send a 
calendar 

invite

4. Consider 
time 

allotment

5. Consider 
pre-work

6. Coordinate 
content
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Time Content Presenter

10:00 AM Welcome and Introduction Marlon McClinton

Approval of the May 18, 2022 meeting minutes
10:05 AM Transportation, Distribution and Logistics Discussion

¥ Overview of TDL report findings
¥ Discussion – recommendations based on TDL findings

Marlon McClinton
Mike Baker

10:30 AM Evaluation Workgroup Update: Review feedback discussed during the last meeting, 
review next steps.

Aime’e Julian
Molly Cook

10:45 AM Performance Workgroup Update:  Discuss timeline for future performance updates Jay Brooks
11:00 AM Statistical Adjustment Model Update Brian Richard

11:15 AM New Business / Old Business Marlon McClinton

11:25 AM Public Comment Marlon McClinton
11:30 AM Adjournment Marlon McClinton

Stick to time 
allotments

Provide an 
overview/questions 

for each content 
item
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Consider spacing and avoid overcrowding

Source:  Peregrine Communication

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


Source:  Harvard Business Review

https://hbr.org/2015/03/a-checklist-for-planning-your-next-big-meeting
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Agenda

Facilitator

Visual 
Aids

Follow -up 
materials

Present to 
someone 
else first
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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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Visual 

Linguistic

Logical

Auditory

Naturalistic

Kinesthetic

Solitary or Social
"#$%&'())*+,-'

https://visme.co/blog/8-learning-styles/
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Time Content Presenter

10:00 AM Welcome and Introduction Marlon McClinton

Approval of the May 18, 2022 meeting minutes
10:05 AM Transportation, Distribution and Logistics Discussion

¥ Overview of TDL report findings
¥ Discussion – recommendations based on TDL findings

Marlon McClinton
Mike Baker

10:30 AM Evaluation Workgroup Update: Review feedback discussed during the last meeting, 
review next steps.

Aime’e Julian
Molly Cook

10:45 AM Performance Workgroup Update:  Discuss timeline for future performance updates Jay Brooks
11:00 AM Statistical Adjustment Model Update Brian Richard

11:15 AM New Business / Old Business Marlon McClinton

11:25 AM Public Comment Marlon McClinton
11:30 AM Adjournment Marlon McClinton

Stick to time 
allotments

Provide an 
overview/questions 

for each content 
item

Visual
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Prepare an 
agenda

Determine a 
facilitator

Send a 
calendar 

invite

Consider time 
allotment

Consider pre-
work

Coordinate 
content

Logical



Auditory



Naturalistic



One stop  
partners

!"#$%&

'()$# *(

+ ,- . %/00
1%23%/

456 7%8,9

CTE

! " #$

TAA

%&

'()(*+,-

. /01

2 %3

:"-/,.#
! "#$ %&#'( #))

*

SCSEP

456)788

069:;

/(< 5,;88
. 7+,<(

=5>.5*?-

Board  
Member

.79(@88
A:(<)(;88
B@@9<9+:

06-9,(--

!"#$"%&'()*+(%,-%.-/%
0+1)%(+&(+1+*)2%

!"#$%&'$&"(



Solitary or 
Social
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Send recording Send 
notes

Send next 
steps



“If my audience will only 

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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! L.E.A.D. series recordings and presentations:

! Optimizing Meeting Effectiveness
! Taking Initiative and Being Accountable

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

