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Planning Effective Meetings

The success of your meeting will be largely dependent on your preparation.
Considering these questions will help you think through the key aspects of most of your meetings.

What are the next steps? Do you need a meeting? }
Have any commitments been made? \ ( What are the next actions
How will people be kept informed? ] l following the meeting? What is the purpose and value of the meeting?
What do | want the participants to think, ’
. . do or say as a result?
Who is documentation for?

Are there decisions to be made?

cecsec’

How will they use it? \ (HOW will the meeting be
When is it needed? l | documented?

What do | want to achieve for the long term?

These thoughts are NOT the agenda €~**"""
Will a decision be required? . o _ e
) Before the Meeting What do the participants want from the meeting? .
EXeCUe? Ask Y If ’ [ whati ight they have? E
Criteria or rule based? How will decisions be made? S ourse at issues might they have? :
What is their previous knowledge and
Consensus? } .

experience of the subject matter?

Listen and learn

Tell

Tell and Sell
Consult What conversation types are needed?

What IDEAS will help people focus their thoughts?
What order?
IDEAS form the agenda €ceeeeeeeec®®
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"Reviewing our business insurance will

discussed? save us 35%" ... is an IDEA

What IDEAS need to be ]_{
Create

Decide "Business insurance " ... is aTOPIC. We
I could talk for hours on a topic ....
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