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2011 Meeting Structure (Sample)

The following outlines the internal meeting structure that we will use in 2011 to effectively coordinate, communicate, and make decisions about our work.  We will revisit this structure ongoing and particularly at the June leadership team meeting to ensure that it’s working and make changes as needed.

ALL STAFF
Purpose:  Share relevant information (e.g., key updates, program victories, new initiatives, etc.); promote alignment and integration across teams; build sense of team and unity

Attendees:   All staff (national and state) 

Frequency/length:  Monthly, 30 minutes

Owner:  Melissa

PROGRAM COORDINATION TEAM
Purpose:  Coordinate day-to-day work between national and state; discuss key programmatic questions (e.g., strategy, direction, resource allocation) and either make decisions or inform decision-making 

Attendees:  (regular) Melissa,  Jose, Melody, Gordon, Sabine, and Sarah

Frequency/length:   regular group meets twice a week during peak season from August – November, but otherwise once a week; ad hoc meetings with others as needed 

Owner:  Melissa

OPERATIONS TEAM
Purpose:  Discuss key administrative questions, finances and budget, and relevant policies and procedures and either make decisions or inform decision-making

Attendees:  Jose, Fran, Melissa, Talib, Sarah, Jeff, Bill

Frequency:  Every six weeks, 60 minutes

Owner:  Melissa

LEADERSHIP TEAM
Purpose:  Help establish clear direction and review progress on organizational priorities and goals

Attendees:  Joe, Fran, Melissa, Rob, Luis, Sarah, Talib, Chris

Frequency:  Every other month, 3 hours  

Owner:  Melissa

OTHER TEAM MEETINGS:
· State Directors:  biweekly, coordination and sharing of best practices

· Owner:  Luis

· Development team:  updates and coordination, strategy

· Owner:  Sarah

· Finance team:

· Owner:  Susan

· …

· …

� The owner is responsible for ensuring that meetings are successful, meaning on calendars in advance, have clear agendas, are run effectively, cover appropriate topics led by relevant staff, and engage the right people in the right ways.  
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