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6 Questions to Answer (before calling one!)
	1) Why are we meeting? 

(A meeting should have a specific, stated purpose.  If you don’t know, don’t meet!  Think goals, action…)

	2) Who needs to be there? 

(Think about who needs to be present for decision-making, for inclusion in the discussion, for input and ideas, or simply for their development.)

	3) What will be our roles?

(Primary roles are facilitator, timekeeper and scribe.  There are other roles that can be helpful… see Professional eTool on “Team Roles”)

	4) What is the agenda? 

(How formal does it need to be?  The bigger the meeting, the more important the topic, the greater the level of formality)

	5) How much time will we allow each agenda item? 

(This is not set in stone, but it is a helpful starting point… you can always modify and adjust, but do so deliberately…)

	6) What are the ​​​deliverables? 

(at the end of the meeting, what would we like to see?)


5 Meeting Killers:
	Late arrivals
Participants who arrive late send a message of disrespect.  The best thing is to start without them.  If the offender is a key member of the team, then the group is essentially held hostage.  This is not a great way to begin.

	

	“So, what should we talk about?”
Often this is the first question of a regularly scheduled meeting.  What a downer!  Unclear purposes or lack of a stated goal sends the signal, “prepare for a waste of time.”  The only reason a meeting should ever be held is to accomplish something… otherwise don’t call the meeting!

	

	Rabbit Trails:
Participants who engage in unfocused discussion of ideas and issues that are not central to the topic at hand.  Often brilliant discoveries are made during “rabbit trails” so we are not advocating militant adherence to an agenda.  Rather, call a “rabbit trail” what it is and make a deliberate decision about how we want to spend our time.  Bring the group back to the topic at hand.

	

	Picking Nits:  

Participants who get side-tracked with the details and waste key group discussion time on tasks that would best be accomplished by individually after the meeting (unless, of course, it is a meeting specifically called to hammer out the details!)

	

	“Mussolinis” or “Marcel Marceaux“:
Participants who do not recognize the value of open, free and fair discussion kill meetings.  These low self-monitors can limit efficiency in one of two ways… 1) Mussolini:  Dictators who dominate the meeting or 2) Marcel Marceau: pantomime artists who verbally withdraw and force others to guess what they are thinking.


4 Key Meeting Roles:
	Primary Facilitator: Charged with helping the group accomplish its desired outcome as an objective process leader: Making sure ideas and decisions are shared and understood; Creating a safe environment.
	Secondary Facilitator: All meeting participants – charged with helping facilitate from within the group.

	Time Keeper: Keeps track and informs the group of time spent on each agenda item.
	Scribe: Records key points, decisions and action items – does this actively, seeking confirmation from the group.
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