
Texas Nurse Practitioners
Helpful Suggestions for Local Affiliations

Conducting a Meeting

A local coordinator must facilitate effective discussion to ensure that all agenda topics are
covered and decisions are made.  Having some knowledge of parliamentary rules and
their applications to group procedure (refer to Roberts Rules of Order) will help the
coordinator conduct the meeting.

A.  Set the Tone of the Meeting
1.  Greet local members as they arrive and introduce them to each other if guests 

or new members are present.

2.  Encourage fellowship through the use of name tags, ribbons identifying new members,
and hospitality committee members (if meeting attendance is high) to meet 
guests.

3.  If a written agenda has not been sent in advnace to attendees, make sure members
are oriented at the outset by verbal review indicating the scope of the work to be
undertaken.

4.  Encourage an informal, conversational atmosphere.

5.  Start (and finish) the meeting on time.

B.  Maintain the Focus of the Discussion
1.  List the main points of the tasks/problems to be discussed and ask members to 

decide how to solve them.

2.  Conclude each point of discussion before members lose interest or topic wavers

3.  Summarize the discussion occasionally in order to 
move to a new point
bring the discussion back to the main point
avoid or check repetition, and
list points of agreement or disagreement.

4.  Guide discussion toward accomplishment of goals.

5.  Precipitate action by requesting a motion or recommendation from the group 
when it appears a decision has been reached but not yet stated.



C.  Facilitate the Discussion 
1.  Encourage all members to speak.  (An active member is an interested member!)  Be 

receptive and appreciative of opinions.

2.  Break up cornered discussions held among a few members.

3.  Call for discussion of alternate points of view or additional information when the 
need is indicated.

4.  Remain neutral when disagreements develop.

5.  Keep personal opinions private when an impasse is reached.

6.  Summarize points of view offered by individuals.

D.  Conclude the Discussion
1.  Summarize the main ideas expressed and decisions reached by the group.

2.  Give positive recognition to the group for its accomplishments.

3.  State the time, place, and subject of the next meeting, before adjournment.

4.  Finish on time.
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