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“"We must all hang together or,
most assuredly, we shall hang
separately.”

- Benjamin Franklin
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A not-so effective meeting...

® https://www.youtube.com/watch?v=xQWIfEwYZVA
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Ways to run an effective meeting

Feel free to add your own personal twist to any of these ideas!




Organize Meeting Logistics

Meeting location/ space
Date and time

Advance notice
° Agenda
e RSVP list

Technical support

® Polycom™

® Projector/ computer

http://any-eventuality.com/wp-content/uploads/2011/08/ checklist-000008772494 Small. ipg /




Make Objectives Clear

¢ What do I need to

accomplish?
° Change in officers
® Input from others

® Event proposals and

updates

“Gentlemen, today we're going to discuss sound fiscal policy, corporate
responsibility and will the Mets win the World Series again.”

http:/ /danscartoons.com/tag/ executive/




Consider Who’'s Invited

RRAND (AMP by Tom Fishburae

I INVITED ALL OF You, NoT
BECAUSE THE TOPIC IS RELEVANT,

information QUT BCCAVSE T DIDN'T WANT
You To FEEL LEFT 0UT.

® |nvite good sources of

* Tryto keep everything

relevant

TomF 154 BURNE (o

http:/ /imgarcade.com/ 1/ effective-meetings-cartoon/




Start On Time, End On Time

Copyright 1998 by Randy Glasbergen. www.glasbergen.com

® People value their time! =z

® Tryto stick to no longer than
60 minutes

GLASEERGEN

“The last thing I remember, I was sitting in a
staff meeting. Apparently, I died from boredom.”

http:/ /agilevietnam.files. wordpress.com/2012/12/ effective_meeting_3.
gif?w:454&h: 345




Open With Concerns Or Ideas

® Set aside time for an open forum
® [ssues may be further investigated

® [ssues may be tabled until next meeting




Stay On Task

® Agendas include things to be

covered

® Allot time for each item

® Don’t be afraid to table topics

"Don't mind me. I thought I'd use
these boring office meetings to do
my excercising."

http:/ /www .noln.net/sites/default/files/images /meeting%20cartoon
%20shutterstock_98942855.jpg

/




Keep Everyone Involved

® Do not allow a monopoly

on time!

® Keep all members

engaged!

“Apparently many companies experience problems including:
a lack of direction, poor accountability, lack of respect among
members, pushing personal agendas, poor communication ...”

http:/ /www.cartoonstock.com/directory/b/bad_management.asp




Ban Technology

£ MAZIL ANDEZSON WINY ANDERZTOONS COM
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e Difficult to implement

® Access to online documents

® [nternet can lead to distractions!
"As soon as I text, IM, tweet, and update my status to

‘getting right down to it," I'll get right down to it.”

http:/ /scs-connect.com/revenue-distraction-humor/




Follow up

® Email a highlighted memo

® Send to those absent

® Include goals and assignments

® | ecads to production between meetings




Summary

Organize logistics ) Tins for Running Effective Meetings

. . . Email an agenda  Arrive 5
Set clear meeting objectives |24 hours in minutes
advance. early.
Invite pertinent guest Come prepared. i
] - o
Start and end on time Share all Smartphones.
relevent R sk
Open forum ey Stay on topic. NO? Een
Be brief and interrupting. /‘é
Stay on task @ concise. _— -_
m— Silence = agreement.
Keep everyone engaged e i e
S o Bl
. I
No technology No side conversations :ﬁg:ff
or comments. Everyone participates. people.
FO]IOW —up ST
Follow up by email within 24 hours.@

http:/ /paceimpact.com/wp-content/uploads/2014/07/tips-for-effective-meetings. gif /
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