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Secret to Effective Meetings
There are several essential guidelines for running effective meetings.

Know when to hold and not hold meetings
Have a clearly defined purpose

Have clearly defined attendance

Establish a set of meeting norms

Work from a well prepared agenda

Keep good minutes and records
Designate clearly defined meeting roles
Utilize discussion skills
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How to keep meetings interesting

The guidelines for effective meetings go a long way towards keeping meetings interesting. If you only hold a
meeting when it is necessary; only invite the correct attendees; and have a well defined agenda, then you won't
have folks asking “why are we here?” Make sure you “keep on task” with the meeting topic and agenda. If you
allow the meeting to head off on a tangent it will likely be both boring and not effective. Make sure you start
and end the meeting on time. Don't “re-cap” a portion of the meeting for latecomers. Few things are as a boring
as a meeting that starts 10 minutes late, runs for 10 more minutes and then spends another 10 minutes
“catching-up” late attendees. One of the most effective ways of keeping a meeting interesting is to be very
action oriented. If you assign tasks to meeting attendees throughout the meeting you will keep their attention
and have an action plan to get work done after the meeting

Avoid these meeting killers

Holding a meeting just for the sake of holding a meeting

Inviting random patrticipants to the meeting

Meeting without and agenda or clear purpose

Starting late and ending late

Starting the meeting over for late attendees

Walking out of the meeting without clear actions or any records.
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