Effective Meetings

1. The EffectiveMeetings.com resource center offers hands-on meeting advice for every possible situation:  www.effectivemeetings.com 

a. Recommendations for effective meetings: http://www.effectivemeetings.com/meetingbasics/6tips.asp
b. How to create a meeting agenda: http://www.effectivemeetings.com/meetingplanning/agenda/agenda.asp

Sample agenda: http://www.effectivemeetings.com/guru/solution8.asp
2. This resource is designed for department chairs and other academic leaders:  http://www.ohrd.wisc.edu/academicleadershipsupport/howto1.htm 

3. I am betting you will want to bookmark this HowToMaster site, which includes an effective meetings training module and resources! ( http://www.howtomaster.com/freeDemo/qkdemo/1/ieframeset.html
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