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With all the changes going on 
lately, we’ve had several meet-
ings and it seems the more 

meetings we have, the less prepared 
we are for them.  What can I do to bet-
ter prepare all of us (myself and my 
employees) so we have more produc-
tive, meaningful meetings? 

,�
First be sure a meeting is the best me-
dium for conveying your message.  
Think about it like this:  If the content is 
highly personal and complex, then a 
face-to-face gathering is best.  If, on 
the other hand, the message is simple 
and impersonal, then email, a memo or 
a voice message would suffice. 
 
Once you have determined a meeting 
is definitely needed, get real clear 
about your purpose, objectives and cri-
teria for success.  If the objective is to 
identify those meetings that can either 
be eliminated or reduced in frequency, 
the purpose might be to plan and prob-
lem-solve, and the criteria for the suc-
cess of that meeting could be: 
 

    •  At the end of the meeting, we have  
an action plan and a revised meeting 
schedule. 
 

Next, create a meaningful meeting 
announcement and be sure to in-
clude the following: 
 
•     Meeting Logistics (date, time, 

location, duration) 
•     Meeting objectives and criteria 

for success 
•     Participant Preparation (state 

what people need to bring to the 
meeting i.e. ideas, solutions, ra-
tionale, etc.) 

•     Attendees and assigned roles. If 
you are the leader of the meet-
ing, it is best to have someone 
else take on the role of facilitator, 
the person who keeps you all on 
track.  Also, be sure to have an-
other person taking notes.  The 
more people you can get in-
volved in the meeting, the better 
it will be for bringing ideas to-
gether. 

•     Determine the methodology 
you’ll use and then set time limits 
for each agenda item. 

 
Distribute the announcement at least 
48 hours in advance of the meeting 
so people have time to prepare.  
More time than that may be needed 
depending on the objective and pur-
pose of the meeting. 
 
Now you’re ready to meet. Remem-
ber to stay focused on the objectives 
and the criteria for success.        �
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