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Presentation Purpose and Contents 

This presentation is to the 
Regional Networks Coordinating 
Committee, on March 4th, 2016.  
 
It’s purpose is to present the best 
practice for planning and 
coordinating a network annual 
meeting, including:  

– What the practice is and looks 
like 

– Why the practice is worthwhile  
– Who should do it and when  
– How to do it, with examples 
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What Are Some Guidelines for Annual 
Meeting Planning? 

•  A network’s annual meeting: a time for members to connect with other 
members in order to 
– Develop and strengthen relationships; 
– Engage in peer-to-peer learning; 
– Obtain field-building progress updates; and 
– Recruit members to serve in leadership and collaboration roles after the meeting.  

•  Resource: Connecting to Change the World: Harnessing the Power of 
Networks for Social Impact contains guidelines for a network to develop 
and host a successful annual meeting: 

1.  Guiding Concepts 
2.  Agenda Development 
3.  Planning Guidance 
4.  Assessment and Improvement 

Plastrik,	P.,	Taylor,	M.,	&	Cleveland,	J.	(2014).	Connec&ng	to	Change	the	World:	Harnessing	the	Power	of	Networks	for	Social	Impact.	Island	
Press.	
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Guiding Concepts 

Important factors to consider no matter the size and stage of 
development of your network (revisit regularly to ensure a 
highly effective annual meeting): 
 

1.  Determine the meeting goals early and compare to meeting 
development often. 

2.  Make increasing connectivity an explicit objective of the 
meeting. 

3.  Make enough time during the meeting for members to 
connect, not just work together. 

4.  Promote what members are doing and what they know; 
don’t over-rely on outside experts. 

5.  Be fluid at the annual meeting itself; keep to the timing as 
best you can, and roll with reality. 
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Agenda Development 
Keep these concepts in mind while developing your meeting 
agenda. These insights will help you build a productive and 
dynamic itinerary: 
 

– Balance informal and formal networking times. 
– For larger groups, include time for everyone to learn together, and 

times for smaller breakouts. 
– If possible, include open space times (scheduled time blocks 

without programmed content); these spaces allow you to respond 
to topics that emerge at the meeting. 

– Build in time for network planning and surveying on next steps. 
– Provide an update on the current State of the Network. 
– Develop a core team (3-4 people) to help guide strategy, such as 

meeting goals, and agenda topics. 
– Survey the membership for their content priorities, and ask who is 

willing to teach on which topic area. 
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Planning Guidance 
Planning an annual meeting can seem like a daunting task. But 
with solid organization and clear communication, this process 
can be easy. 
 
 
 

The following tips can help to create a clear division of labor 
and streamline the event development process:  

– Start 6 months in advance with a host city or county. 
– Assign 2 people to be over the budget to avoid calculation errors; 

one is point, the other checks. 
– Meet bi-weekly with the Annual Meeting Planning Committee. 

Send out call agendas in advance and use their time to 
troubleshoot at a high level. 

– Build a shared task list so the team knows exactly who is 
responsible for which details. 

– Send a speaker instruction sheet to recruited speakers before the 
meeting to focus presentations on lessons learned, road blocks, 
and candid insights. 
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Assessment and Improvement 
A network’s annual meeting gives members an opportunity to 
build relationships and share ideas.  
•  Collecting feedback from participants about their 

experience and suggestions for future events is valuable for 
the success of future events.   

•  The following tips will help you get the right information 
from members: 
– Distribute and collect evaluations before the meeting adjourns, 

and make evaluation collection simple for participants. 
– Make sure evaluations help you understand how much connecting 

happened in addition to other evaluation goals. 
– Use different ways of collecting information in the survey (check 

boxes with specific answers, rating systems to evaluate specific 
topics, and fill in the blank sections were members can elaborate). 
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It reduces pain: Many 
gears need to mesh to 
make it run smoothly. 
Someone needs to be in 
charge, and the team 
needs to be very clear on 
roles and deadlines.  
 
Planning gives you an 
idea of what to expect 
and pathways for 
troubleshooting. 
 
If participants don’t feel 
like the event was well 
planned, it may be 
considered a waste of 
time and money. 

 
 

Why is Planning for Annual Meeting so 
Important? 

Budget	

Planning	
and	Doing	
Dates	

Logis)cs	
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Annual Meeting Logistics 
Good logistics coordination defines clear roles and 
expectations of teammates. Capitalize on individual strengths. 
 

•  Designate staff or 2 network point people to handle 
logistics, such as booking a block of rooms, arranging 
transit from the airport to the hotel / meeting location, and 
dealing with food. 

•  Send a logistics packet for travelers in advance, which 
contains:  
– Transportation instructions (airport, transit, etc.) 
– Hotel location / map of the event (meeting, dinner, tour locations) 
– Parking / building access instructions 
– Meeting Agenda 
– Participant list (so members can stay connected after the 

meeting) 
– A structured network building activity such as a buddy list (see 

appendix for example) and PPT with attendee pictures and 
profiles (to connect members more quickly) 
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Who is Responsible for Planning the 
Annual Meeting? 

•  Discuss team selection process and sizing based on 
network topography: ask for skill sets and assign based on 
them. 

 
•  What types of skills will be most useful? 

– Who has an eye for details? 
– Who is good at planning? 
– Who is good at design and strategic thinking? 
– Who has capacity (staff that can help, like assistants, interns, 

etc.)? 
– Who wants to host? What are their resources (like free meeting 

space)? 
 

•  Organizing workflow and setting up committees:  
– Calendar everything: reoccurring meeting dates, deadlines, etc. 

Having appointments will keep things on track and keep the 
surprises to a minimum. 
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How To Go About Planning for an 
Annual Meeting? 

Strategy Bucket: 
•  Planning Committee 

– Timeline 
– Pre-event member 

surveys 
– Agenda 

Development 

•  Speaker/
Presentation 
selection and 
confirmation 

•  Post event survey 

Logistics Bucket: 
•  Logistics of location 

and event 
– Food 
– Travel 
– Lodging 
– Event Space 
– Event Transportation 
– Vendor Payments 

•  Meeting Packet 
•  Attendance 

confirmation 
•  Travel 

Reimbursements 
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Discussion 

1.  What does the network need most right now (for example: 
to connect, to focus on content, to collaborate, to 
strengthen leadership)? 

2.  What are the meeting goals?  
3.  Who is best suited to handle the meeting event planning 

details, and how can this responsibility be shared? 
4.  What dates, location, financial model, and agenda make 

the most sense for my network, given where they are in 
maturation (emerging, developing, mature)? 

5.  How will you find out what are the primary topics of 
interest, and the member expectations are?   
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Discussion 

5.  What should the State of Our Network presentation 
address (annual work plan update, member survey data, 
etc.)? 

6.  What specific activities in the agenda will build and 
strengthen relationships between members (ice breakers, 
evening reception activities, meeting buddies, etc.)? 

7.  How should the sessions structured to support the meeting 
goals (for example: PowerPoint presentations, breakout 
conversations, field trips, etc.)? 

8.  What should the Post Meeting Evaluation Survey contain? 
What information is needed to improve in the coming 
year? 



Thank you! 
 
 
 
For more information, please contact:  
 
Maggie Ullman, Network Advisor 
maggie@ullmanconsulting.net | 828.713.9488  
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Appendix	
	

1.   Example	Annual	Mee-ng	Agenda	
2.   Example	Annual	Mee-ng	Evalua-on	
3.   Example	Annual	Mee-ng	Networking	Strategy	



Example	Annual	Mee-ng	Agenda	



 
 

Example	Annual	Mee-ng	Evalua-on	



SSDN	Annual	Mee-ng	Buddies		
	
The	buddy	system	is	in	place	to	help	integrate	new	members	with	veteran	members.	The	
following	direc)ons	are	sent	to	veteran	members	a	week	before	the	mee)ng: 	 		
1.  On	day	1	seek	out	your	Buddy	and	introduce	yourself,	welcome	them	to	the	network	and	

share	your	highlights	and	experience	from	past	mee)ngs. 	 	 	 		
2.  Find	)me	during	the	mee)ng	to	catch	a	few	minutes	together.	Offer	to	be	a	resource	to	them	

during	the	mee)ng	(answer	any	ques)ons	about	how	to	plug	in	or	anything	else). 		
3.  Throughout	the	mee)ng,	if	you	see	your	buddy	milling	around	alone,	introduce	them	to	

someone	nearby	and	help	start	a	conversa)on.		
		
It	isn't	a	major	commitment,	but	it	does	make	a	big	difference	to	new	members	experiencing	
SSDN	in	person	for	the	first	)me.	

		
NEW	MEMBER	BUDDY 	 	 																							VETERAN	MEMBER	BUDDY 		
-  Member	X 	 	 	 	 	-					Member	Y	
 	

Example	Annual	Mee-ng	Networking	Strategy	


