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BullsEye Integration

Notes for Growth

‘Stop Wasting Time – Make Meetings Work for You

“Meetings,  Ugh!” you say  “long and boring; people arguing and no decisions made…a waste of time”. 

Meetings don’t have to be toxic sponges soaking up time and energy.  They can be fast, efficient and productive if you plan and run them correctly.  Here are Six Steps to More Productive Meetings.

1. Identify the Meeting’s Purpose and Intended Results.  Taking that minute to get clear brings clarity to everything that follows.  For example:  “The purpose of this meeting is to figure out why our billing process is not uniformly implemented in every store.”  Now you know why you are there and what you are going to talk about.   Intended Results follow from purpose.  Usually they relate to Learning Something, Doing Something or (most important) Deciding Something.  Specify both purpose and Intended Results in writing, so everyone knows what they need to accomplish.  Now your meeting has focus.

2. Build an Agenda, again in writing.  Put a realistic time limit on each agenda item and identify the tasks the group will need to do.  Want to make an informed decision?  Maybe one person should give a report.  Then again, maybe it’s best to let everyone share what they know on the topic.  There is no correct answer, do what’s necessary to accomplish the result. 

3. Know the People!  First figure out who needs to be in the meeting.  

· Who has information?

· Who will implement solutions?

· Who must make a decision?

· Who can block decisions?

Some people may not be necessary - don’t invite them.  Others may only be necessary at certain times.  Have them come when they are needed then let them go back to work. 

4. Foster Participation.  Being unable to participate frustrates people and wastes their time.  Find ways to involve everyone.  That may mean letting everyone state their views or having people work in small groups and report their ideas.  This second idea is particularly useful for people who don’t like speaking in groups.  

5. Stick to the agenda, it’s your game plan and tells you what you should be doing.  The thing to avoid is having the agenda be a script.  If a meeting’s outcome is known before hand, there is no reason to have the meeting.  

6. Agree on follow-up.  At the end of the meeting identify actions to be taken, when and by whom.  Also decide if you need to have another meeting and if so specify Date, Time, Location and Person Responsible.

These Six Steps aren’t rocket science and they aren’t carved in stone.  Use them as a template to plan meetings.  Doing these things need not take a lot of time.  If people meet only for 20 minutes they can specify a purpose and intended results and design an agenda in the first two minutes.  They can make sure they have the right people, foster participation, stick to the agenda and agree on follow-up as they conduct the meeting.  They’ll be back at their desks with a task accomplished before they realize it.
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