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RE:
Make Meetings Matter
If you want to hold meetings that matter, motivate, mentor, mean something, move things ahead, and succeed, here’s a checklist for success.

1. Agendas:  Every meeting needs one; all meetings fail without one.  Include purposes, rules, times, topics, goals, and outcomes.

2. Time Limits:  Start on time.  End on time.  Schedule another meeting if time runs out.

3. Positive Language:  Negative language spreads confusion, discomfort, defensiveness, and often damage.  Insist on positive language (save seven-to-eight percent of meeting time).

4. Constructive Ideas:  Avoid criticism and negativity.  Ask for constructive suggestions and you’ll get a few really good ideas.  Ask for criticism and you’ll get lots of sad, destructive, and unusable blah, blah, blah.  Be constructive and insist that others be constructive, too (save seven-to-eight percent of meeting time).

5. Outcome-focus:  Set your goals upfront.  Totally focus on achieving those goals (save 10 percent of meeting time).

6. Act Promptly:  Decide; assign tasks, duties, and responsibilities; get it done.

7. Package and Bundle:  Group like ideas together in numbered packages.  Identify three or four major categories, then sub-divide each category into numbered subcategories.  Talk in outlines.  Work by checklists.  Bring everyone together to achieve good goals.

8. Control Commentary:  Impose time limits.  Only allow those comments that advance or end an idea, or achieve or eliminate a goal.  Limit mindless commentary (oral idling).
9. Focus on Tomorrow:  Twenty-five percent of all meeting time is wasted on discussing what happened yesterday.  It doesn’t matter.  Everybody owns yesterday from his or her own perspective.  Meetings need to be about building tomorrow together (save 15 percent of meeting time).
10. Deal With Emotions Head-on, First:  If there’s some enormous problem, victim, or emotional issue that overhangs a meeting, deal with it first ( directly and with empathy.  Otherwise, the meeting may be a waste of time.
11. Back Home Commitment:  Put someone in charge of outcomes and actions.  Do real-time checklists of decisions and actions people have agreed to, will be assigned to, or are expected to take.  Have it ready at the conclusion of the meeting.
12. Check for Understanding:  At the end of the meeting, ask attendees what they know now that they didn’t know at the beginning.  Responses indicate whether or not the meeting was time used wisely.  To be really cool, summarize key ideas people should have learned and how they can use those learnings for important decisions and the next meeting.
Visit my Web site at www.e911.com for additional information on this topic.
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