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HOi thao hom nay
Today’s Seminar

e Muc tiéu: tang cuong kha nang 1ap ké hoach
va diéu hanh cudc hop hiéu qua cho t6 chtrc.
Goal: To improve your ability to plan and carry out
effective meetings for your organization.



 Vao cudi budi tap huan:

By the end of today’s seminar:

— Ban s& hiéu cac nguyén tac lap ké hoach va diéu
hanh cubc hop hiéu qua.
You will understand the principles of planning and
running an effective meeting.

— Ban s& 1&én k& hoach budi hop so bd cho td chirc
cua minh.

You will have a preliminary meeting plan for your
organization.



Trong tam cua bai trinh bay
Focus of Today’s Presentation

e Hop “Cong viéc” (“Business” meetings)
— Hop nhan vién (Staff meetings)
— Hop v&i doi tac (Meeting with partners)
— Hop va&i tinh nguyén vién (Meeting with volunteers)
e Khong tap trung vao viéc hop vdi nha tai trg va

géy quy (Will not focus on meetings with donors and
fundraising)

— Sé cb co hoi thao luan vé viéc hop véi nha tai tro va
gay quy vao cudi budi sang. (There will be an
opportunity to discuss donor meetings and fundraising at
the end of the morning.)



Chuwong trinh (Agenda)

1. Gidithiéu va check-in (8:338:45)
Introductions and check-in

2. Baitrinh bay vé 1ap ké hoach va diéu hanh cudc
hop hiéu qua (8:45-9:45)

PowerPoint presentation on planning and running effective
meetings

3. Giailao - Break (9:4510:05)



4. Lap ké hoac cho cubc hop vai to chire (10:05-
10:30)

Planning a meeting for your organization

5. Bao cdo va thao ludn vé phan lap ké hoach bubi
hop (10:30-10:55)

Report back and discuss meeting plans

6. Kétluan va check out (10:55-11:00)

Conclusion and check-out



Checkln

'eén cua ban (Your name)

'én cla td chlrc (Your organization)

‘6 chirc ban lam viéc vé van dé gi
What type of work does your organization do?
Ban thich Iam gi ldc ranh r6i?

What do you like to do in your spare time?



Bai tap (Exercise)

Cac cau hoi chinh cta viéc 1ap ké hoach va diéu hanh
cudc hop la gi?

What are your major questions about planning and running
meetings?

Viét moi cau héi lén gidy dan

Write one question on each Post-It note

Chung t6i s& nhdm cac chu dé trén tuwong

We will group Post-It notes by topic on the wall.

Viéc nay sé giup ching ta xac dinh cac cha dé dé
hoan thanh trong hdm nay

This will help us identify the topics we want to cover in today’s
discussion.



Lap ké hoach bubi hop
Planning the Meeting

 Viéc chuan bj tot trudc bubi hop la rat can
thiét cho su thanh céng ctia bubi hop dé!

Good advanced preparation is essential for a successful
meeting!



Muc tiéu va két qua mong doi tir budi hop
Meeting Purpose and Desired Results

e Chu dé cta bubi hop la gi?
What is the topic of this meeting?
Vi du: dé IGp ké hoach cadi thién viéc huén luyén nhén vién

Example: To plan how our organization can improve training
for its staff.

e K&t qud mong doi cdia bubi hop la gi?
What is the expected result of this meeting?

Chung ta sé déng y ndi dung tdp hudn va sé cé Ké hoach hanh
déng dé thuc hién viéc tdp hudn

We will agree on the content of the training, and we will have an
Action Plan for getting the training in place.



Ai la ngudi tham du budi hop
Who Should Attend the Meeting?

e Ngudisé tham du budi hop:

People who should attend:

— Nguwoi co quyén quyét dinh.
Decision-makers.

— Nguoi cé chuyén mon trong 1anh vue sé thao ludn
People who have subject-area expertise in the areas to be
discussed.

— C6 khi la nguoi sé bi anh hudng béi quyét dinh tai bubi
hop.
Sometimes, people who will be affected by decision made
at the meeting.



Vi du huan luyén
Training Example

e Nguwoi co quyén quyét dinh (Decisioamakers)
— Nguwoi giam sdt nhén vién (Supervisor of the employees)
— Gidm déc bé bén (Agency director)
 Nguwoico chuyén mon trong lanh vue sé thao luan

(People who have subjeetrea expertise in the areas to be
discussed)

— Qudn ly céng tdc huén luyén (Training director)
— Quan ly tai chdnh (Budget manager)

e CO6 khi la ngudi sé bi anh hudng bdi quyét dinh tai budi
hop. (Sometimes, people who will be affected by decisions
made at the meeting).

— Dai dién nhan vién (Employee representatives)



Chon dung nguoi tham gia hop
Having the Right People at the Meeting...

e Néu cd qua it ngudi hay thiéu nhirng ngudi ch
chot:

If there are too few people, or key people are missing:

— Théng tin hay cac y kién quan trong can thiét dé quyét
dinh sé khong thuc hién duoc.
Important information and ideas needed for decisions may
be missed.

— Nhi*ng ngudi chd chét co thé khdng hiéu va ho tro quyét
dinh duwa ra trong budi hop.

Key people may not understand and support decisions that
are made at the meeting.



* Néu c6 qua nhiéu nguoi:
If there are too many people:
— Nhiéu quyét dinh c6 thé mat nhiéu thoi gian hon
can thiét.
Making decisions may take longer than necessary.

— Khdng phai la cach s&r dung tot thoi gian cdia moi
nguoi

Not a good use of people’s time.



Bubi hop s& mat bao nhiéu thdi gian
How Much Time will the Meeting Take?

e 1gio, 3 gio hay nguyén ngay?
1 hour, 3 hours, full day?

e Quan trong la phai cd y kién khi phat trién
chuong trinh va muc tiéu bubi hop.

Will be important to have an idea of this In
developing meeting agenda and goals.

Vi du: mét 1 tiéng rudi dé déng y nhu céu huén luyén nhén vién
va phdt trién ké hoach hanh déng

Example: It will take 1 % hours to agree on staff training needs
and develop an action plan.



Phat trién chwong trinh hop
Developing the Agenda

e MO0i budi hop nén cé chuong trinh hop
Every meeting should have an agenda.

e Muc tiéu budi hop phai la mdt phan cta C.Trinh
Meeting goal should be part of the agenda

e MO0i ndi dung chuong trinh bao gdom:
For each agenda item, include:
— Chu (jé (Topic)
— Thoi gian bat dau va két thuc cho tirng chd dé (start
and end time for this topic)

— Viéc gi sé hoan thanh (ai la nguwdi hwdng dan) what
will be done? (And who will take the lead)



Piéu hanh bubi hop
Conducting the Meeting

e S dung mdt ngudi diéu phdi budi hop
Using a meeting faclilitator

e NGi quy (Ground rules)

e Cach khuyén khich moi nguoi tham gia déng
gop vy kién
Ways to encourage people to contribute

— Ky thuat Check-in, checkout
— Bau nhiéu [an (Multi-voting)



Ngudi diéu phdi budi hop
Meeting Facilitator

e Ngudi dé tdm vao tién trinh cta budi hop

Person dedicated to meeting process
— Nam bat chuong trinh (Keeping to the agenda)

— Bao dam moi ngudi déu lang nghe (Making sure everyone
is heard)

— Lam viéc v3&i ngudi chd nhiém du an dé bao ddm viéc
hoan thanh muc tiéu (Working with the project leader to
make sure goals are met)



e Nguoi diéu phoi cudc hop
The meeting facilitator

— La chuyén gia “diéu phoi”, khong phai la chuyén gia vé
“ndi dung/chu dé thao luan”.
Is a “process” expert, not a “subject matter” expert.

— Hudng dan tién trinh, khdng déng gép v kién hay trinh
bay quan diém.
Guides the process, does not contribute ideas or
express opinions.



Khi nao s&r dung nguoi diéu phoi
When to Use a Facilitator

e Hau hét cac budi hop cd6 thé cé loi tir ngudi diéu
phoi
Most meetings can benefit from a good facilitator

— D3c biét cho cac bubi hop Ién va cac budi hop ma cd
tinh chat quyét dinh
Especially larger meetings and meetings where
decisions need to be made



* Vai tro cua nguwoi diéu phoi (Facilitator roles):

— HO tro ngudi hwdng dan du an trong viéc 1ap ké hoach
budi hop
Assist project lead in planning meetings

— Giulp t6 chirc cac thdo ludn va bai tip dé budi hop cd
hiéu qua
Help structure discussions and exercises so the
meeting Is effective

— Bao ddm moi ngudii déu hiéu van dé
Make sure that everyone understands

— Bao dam sy tham gia dong gop y ki€n clla moi nguvi
duwoc nguoi khac lang nghe

Making sure that everyone’s contribution is heard
— Chu y vao cic van dé néu ra trong budi hop
Addressing problems that arise during the meeting



NOi quy
Ground Rules
e Liét ké cac ndi quy cta budi hop
List of rules for the meeting.
e Viét hay dan cacy kién lén twong va xem lai
lic bat dau budi hop

e Posted and reviewed at the beginning of the
meeting.



Vi du cdia ndi dung budi hop
Examples of Ground Rules

MOt ngudi phat biéu

Only one person at time talking

Budi hop s& bat dau va két thuc dung gio
Meetings will start and finish on time

Van dé bao mat phai gilr trong budi hop nay
Confidential information will “stay in the room”
Khuyén khich sy tham gia tich cuc tir TDV
Encourage full participation from all attendees



e Tap trung cac thao luan vao chd dé hop
Keep discussion on topic, and focused

* Néu Anh/Chi thdng nhat |am viéc gi do, hay
thuc hién no.
If you agree to do something, do it.

 Néu Anh/Chi khéng tham du duoc, cir dai
dién thay thé thich hop.

If you can’t attend, send a suitable, informed,
delegate instead.



Khuyén khich sy tham gia:
Encouraging participation:
Ky thuat Checkin/Checkout
e Cdé thé gitp moi nguwoi thodi mai tham gia vao
budi hop.
Can help people feel comfortable participating in
the meeting.
e Checkin: Di 1 vong. Moi nguoi gidi thiéu nhau va
thao luan ngan gon cac mong doi trong budi hop.
Checkin: Go around the table. People introduce

themselves and briefly discuss their hopes and
expectations for the meeting.



» Checkout: Di 1 vong lan nita. Hoi moi ngudi vé
nhan xét cuoi cung cua ho (vi dy, ban hoc duoc
diéu gi maoi, ban co goi y gi cho lan tdi...)
Checkout: Go around the table again. Ask people
for any final comments they may have (for

example, did they learn anything new, do they
have suggestions for next time, etc.)

Moi nguoi khéng can phai tham gia hét.
People are not required to contribute.



Khuyén khich sy tham gia: Bau nhiéu lan
Encouraging Participation:Mw¥{oting
e Gilp ich rat nhiéu cho viéc xac dinh va xép uu
tién cacy twong.
Good for identifying and prioritizing ideas
* Moi nguoi déu tham gia ma khéng can phat
biéu.
Everyone participates, don’t need to speak



e Viduvé hudn luyén (Training Example):
— MOoi thanh vién nhém viét xuéng gidy cdc chu dé hudn
luyén, mét y twong trén mét to gidy.
Each team member writes down ideas for training topics,
one idea per slip of paper.
o “Viét”; “Lén kinh phi”; “Géy quy”; “lam viéc vdi khdch hang”; “Vi
tinh”

“Writing”; “Budgeting”; “Fundraising”; “Working with clients”;
“Computer”

— Ddn gidy lén twdng va nhém cdc y twdng giéng nhau.
Papers are put on wall, with similar ideas grouped.

— Nhanh chdng phdt trién mét danh sdch. Y twdng tring
nhiéu nhat sé cé wu tién cao nhét.

Quickly generates a list. The most common ideas are
probably highest priority.



Bién ban budi hop
Meeting Minutes

e Ghitdm tat bubi hop, khdng phai thu Am tirng
|01 NOI.

Meeting summary, not wordby-word transcript.
e Ghinhan ro rang (Clearly state):

— Muc dich budi hop (Purpose of meeting)

— Diém thao luan va duc két chinh yéu cho moi chd

dé budi hop (Key discussion points and
conclusions for each agenda topic)

— Cac cong viéc ké tiép (Next steps)



e Bién ban bubi hop phai “dat ra” ké hoach
hanh dong cho tvong lai:

Minutes “set the stage” for future action:

— M0 ta rd rang nhitng diéu da duoc quyét dinh
(Clearly describe what was decided)

— M0 ta budc tiép theo bao gom lam gi, ai lam va
khi nao(Describe next steps, including what, who
and when)

e Bdo ddm moi ngudi déu hiéu ndi dung budi
hop dugc tdm tat trong bién ban.

Make sure that someone who understands the
meeting content writes the minutes.



Sau khi giai lao
After the break..

Str dung Ban phat tay cung cap trong tai liéu,
lap ké hoach cudc hop va thiét ké chuong
trinh hop cho té chirc Anh/Chi.

Using the worksheets provided in the
handouts, plan a meeting and design a
meeting agenda for your organization



Cam on cac ban da tham du!
Thank you for attending today!

Gail Nordheim
01-608575-9139
gnhconsulting@ameritech.net
Wwww.gnconsulting.us
Skype: gail.nordheim
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