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“No grand idea was ever born in a conference, but a lot of foolish ideas have died there.” 

F. Scott Fitzgerald

1) Preparing For The Meeting

1. Define the meeting's goal

1. handle the problem by email if at all possible

1. you respect people's time

2. you allow “time-shifting” where people can handle the problem when convenient

2. Circulate an agenda with background information before the meeting

1. people will be prepared, having reviewed and digested in advance

2. realistic time frame to each agenda item

3. consider smaller meetings for smaller items, why halt a larger group?

3. Anticipate trouble and deal with it

1. if you expect fights, stop by and get their concerns beforehand.  

2. Why waste everyone's time?  Think of other ways to avoid wasting everyone's time

4. Get your props in order

1. room is reserved

2. have projector, computer ready - practice on equipment beforehand

5. Create an attention getting opener

1. “Okay, let's get started” is average and acceptable.

2. Introductory and relevant remark

3. everyone says something personal/embarrassing/funny about themselves, relax tone

2) During the Meeting – keep things going smoothly

1. Define the rules

1. Robert's Rules of Order (
)(
)

2. Poole's Rules or other rules of parliamentary procedure

3. Ask for approval of the rules

2. Stick to the agenda

1. detour into related non-agenda item will derail meeting

2. stop meeting and restructure with consent, even to moving item to another meeting

3. Be sure everyone has a chance to speak

1. Consider calling on shy people, or people who are involved at some level, get buy-in

2. Should everyone who was invited, be invited?

4. Interrupt politely but firmly dominating ramblers who need interruption

1. “Jim, you're saying some interesting things, but we need to get back to the subject and hear from other people.”

2. “Hey, you guys sound like my wife and me discussing the new kitchen”

3. If they persist, schedule time after the meeting

3) Be Punctual and Solicit Feedback

1. Start and end promptly, no exceptions, they miss they miss!  They learn to show on time.

2. Summarize and wrap up, recap at end, itemize the action plan with dates and parties.

3. Ask for feedback at meeting end:  What went well, what should change?  Set + tone.
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