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BullsEye Integration

Notes for Growth

Plan Your Meeting Agenda

Have you ever had to sit through a meeting where someone takes the group off task with trivia or introduces a new topic to the discussion?  You thought the meeting was about the company’s new product or next year’s budget and suddenly you are talking about whether to upgrade the computers.

The secret to preventing this situation is in the planning.  The meeting’s leader should have an agenda prepared before the meeting. The outcomes to be produced at the meeting should be clearly stated on the agenda and each agenda item should deal directly with those outcomes.

At the beginning of the meeting, the leader should go over the agenda and ask the group to approve it.  She can go a step further and ask each person a question like “What’s in it for you if we accomplish these things?” Doing that gives people buy-in to the results.

Then, when someone starts to lead the group astray, the leader can simply ask “Mike, how does what you are talking about relate to this agenda?”  When Mike can’t give a reasonable answer, the leader can say “Thanks Mike, that’s a good idea, let’s make a note of it and we’ll take it up at the end if we have time”.
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