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1. To REPORT: We are meeting to give or get a report of findings, decisions, progress and obstacles; to field questions, create buy-in, gauge reaction, raise issues to be solved later or check for understanding. 
Obstacle to overcome: “This is a waste of time!  You could have emailed this to me.”
2. To BRAINSTORM: We are meeting to engage the group in a process of generating a list of issues, alternatives, options, ideas, solutions, and/or engage in outside the box thinking.
Obstacle to overcome: “What happens next?”   Endless possibilities, no focus, categorizing, or next steps.
3. To DECIDE: We are meeting to gain consensus on an issue.  We will present the group with information and allow the group to make decisions, there and then (democratically, unanimously, consensus).  
Obstacle to overcome: ”What is my authority?  Is this a real decision?”
4. To RECOMMEND:  We are meeting to round out our understanding, consider options then formulate recommendations as input into a separate decision making process. 
Obstacle to overcome:  “Is this a decision or a recommendation?  Are we thinking critically?”

5. To PLAN ACTION: We are meeting to determine how best to implement a decision already made; create an action plan, determine roles, set expectations, and anticipate challenges.  
Obstacle to overcome: “I don’t like the original decision or direction.  Can we change it?” 
6. To TRAIN:  We are meeting to in order to learn or review concepts and techniques with the goal of increasing personal or team effectiveness in a particular area.  (ie. customer service)
Obstacle to overcome: “How does this benefit me?  What an interruption!  This doesn’t address the ‘real issue’.”
7. To BUILD RELATIONSHIPS:  We are meeting for the specific purpose of building relationships and having fun together in a fresh setting.
Obstacle to overcome:  “We aren’t getting anything accomplished.  I’ve got more important things to do.”

8. To CELEBRATE:  We are meeting specifically to celebrate a noteworthy team or individual accomplishment and/or milestone.
Obstacle to overcome: “I don’t feel particularly appreciated… what specifically is being honored?”
(… oh yeah, Eight Reasons NOT to Call One.)

	1. It’s Tuesday.  We meet every Tuesday.

2. I missed you guys.

3. My delightful insights aren’t appreciated at home.

4. To make sure that you all read the memo I sent on this.
	5. To see if any of you had anything we needed to discuss.

6. To be sure you were all in the office today.

7. To sit around a fancy table and seem important.

8. I thought you’d enjoy hear me talk on and on and…


Successful meetings have a clearly defined purpose, a clear “deliverable” and agreed upon follow-up expectations.
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