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 Information  

 people will learn X 

 Planning & Sharing 

 We will create a Y plan 

 We will discuss and decide 

  Accomplish 

We will create 

We will resolve 
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 No identifiable purpose 

 No time to plan it or prepare  

 The right people can not attend 

 No commitment to control it 

 No intent to document actions 

& decisions 

 
 

September 23, 2011 3 ©  ML Taylor 



9/23/2011 

2 

….you gotta know 

  Who plans to attend? 

  Is there equipment and does it work? 

  Do we have handouts & references? 

  Do we still need to meet? 

  Are we ready? 
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How much does it 

cost to have 

people there? 

 

What is the impact 

of a  

non-productive 

meeting 

  Invite the right people 

  Prepare a complete agenda 

  Ensure everyone understands the 

purpose of the meeting 

  Help people come prepared 

  Ensure everyone is working from the 

same documentation,  

  Allow enough time   
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 You need to hear and understand  

 You have the needed information/expertise 

 You can be part of the solution  

 You need to make the decision 

 You need to hear the discussion or outcome 

  You are part of the implementation team 
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 Identifies the date, time, purpose, people, 

topics, reference documents, expected 

outcomes and allocated discussion time 

 Provides space for notes  

 Records key decisions & facts 

 Does not regurgitate the discussion 

Tip: use an agenda template that includes 

typical attendees, and check boxes for 

typical actions – then just check the boxes 

to record notes 
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 Agenda  
 Write the agenda so it can be used as the 

meeting notice and as a template for the 
meeting notes 

 Give people time to prepare 
 Suggest relevant information and reading 

 Allow time to hear from everyone 
 Take individuals offline or defer topics if there 

is not enough time 

 Record decisions and key points ASAP! 
  “we decided…” “we agreed…” “we voted…” 
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 Elaborate meeting minutes in the 

form of a 10-page dissertation 

distributed 30 days after the 

meeting is not as effective as an 

edited copy of the agenda with a  

record of the decision 1 day after 

the meeting 
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 Attributes: concise, decisive, facts 

 Final Chance to succeed 

 Confirms decisions 

 Identifies Actions 

 Publicity tool for members  

  Invites feedback & future participation 

 Sets the stage for future meetings 

 Provides a record 
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 Use an independent facilitator when…. 

 You want to have free exchange of ideas 

 Idea Harvesting (a.k.a. brainstorming) 

 You want someone who can keep the 

meeting on track objectively 

 You want a more formal outcome 

 Facilitator tasks to include organizing, 

leading and recording the discussion 
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In order to have an 

effective meeting,   

you have to control 

the participants 
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 Guide the discussion 
 Thanks for that information, lets’ move on so we can 

hear from other people 

 Now let’s hear from someone who has a contrary 
opinion 

 Call on people who are too shy to talk 

 Use pointed questions to shortstop rambling 

 Keep it real 
 Challenge participants to separate facts from opinion 

 Ask people to express their own opinions not 
speculate about other’s opinions 

 Ask people to keep comments positive/productive 
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 Keep it productive  

 We will table this topic until everyone is 

ready to discuss it 

 Can we make a decision with the facts 

presented? 

 What else do you need to know in order to 

make a decision? 

  Reinforce contributions and efforts 
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 No defined purpose 

what do I need to prepare and bring? 

 Wrong people invited or left out 

 Meeting starts late  

 Person in charge won’t take charge 

 People who show up late, are unprepared and/or 

want to change the agenda after the meeting starts 

 Revisiting discussion items for people who are late 

 No identifiable action items or assignments 

 No record of decision  
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People will be more likely to attend and arrive on time if 

you have a reputation for charring good meetings 
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Results 

Preparation 

People 

Agenda 

Chair 
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 U tube  - Meetings Bloody Meetings 

  Google – “Meeting Agenda Template” 

Tip: try this as an image search 

  ISM web site search:  Meetings 

  www.rulesonline.com  
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http://www.youtube.com/watch?v=ZWYnVt-umSA&sa=U&ei=dStETsqbHYTUiALDnP39AQ&ved=0CB0QtwIwAA&usg=AFQjCNF7-ebFLibkWXDwx7nN-eIq68I3oA
http://www.youtube.com/watch?v=ZWYnVt-umSA&sa=U&ei=dStETsqbHYTUiALDnP39AQ&ved=0CB0QtwIwAA&usg=AFQjCNF7-ebFLibkWXDwx7nN-eIq68I3oA

