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BullsEye Integration

Notes for Growth

Make Your Meetings Work

Tired of sitting through meetings that go round and round and never accomplish anything?  Meetings that get side tracked on minutiae or end up with arguments over what you should be doing?

Two simple techniques can solve lots of problems.

First.  Before you even call the meeting, write a statement of Purpose using the format:

 “The purpose of this meeting is to … (Fill in with a general statement of the meeting's intent).

Then write Intended Results.  These should be specific outcomes that you want to happen by meeting’s end.  Intended Results can be a decision, sharing of information, clarification of an issue etc… Intended Results might also be experiential e.g.:  “Everyone will be enthusiastic about the next step”.

Here’s in example:

Purpose:  To begin implementing the company-wide planning process.

Intended Results:

1. The management team will understand the planning process.

2. The management team will complete a first draft of the planning committee roster.

3. The management team will agree on the project deliverables, outline and timeline.

Second:  With this Purpose and Intended Results (shorthand P/IR) construct a written agenda.  Each agenda item should focus on accomplishing one of the results.   Write the P/IR on the agenda so everyone knows what they are supposed to accomplish in the meeting. Start the meeting by reading and obtaining agreement from everyone on the P/IR. 

Then when somebody starts to talk about their uncle Charlie’s bum knee or how the trash collectors never move the cans off the sidewalk, point out that what they have to say is not on purpose.  The group can either agree to add the new topic to the current meeting or to deal with it elsewhere … or, in uncle Charlie’s case maybe not deal with it at all.

Sound simple? It is, but you would be surprised at how few people do this on a regular basis.
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