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BEFORE CALLING A MEETING

1. Explore alternatives to meeting

· make a decision 

· conference call

· postpone the meeting

· consolidate with another meeting

2. Choose the participants carefully

· keep to a minimum

· make sure they are appropriate

3. Choose an appropriate time

· time of day

· all facts/data available (not premature)

4. Choose an appropriate location

· accessible

· space

· equipment

5. Define the purpose and communicate it

6. Define and distribute an agenda in advance

7. Time limit the meeting and allocate/prioritize slots

BEFORE GOING TO A MEETING

1. Explore alternatives to meeting

· postpone the meeting

· cancel the meeting

· send a representative

2. Limit the time that you attend

DURING A MEETING

· Start on time

· Assign a time keeper and secretary

· Re-iterate and stay with the agenda

· Control interruptions 

· Keep a list for issues to review

· Make sure you accomplish the original goals

· Restate conclusions

· Restate assignments

· End on time - formally adjourn

