
SUCCESSFUL MEETINGS  
Developed by Tim O’Connell 

 
 



1.  I Never Said He Had An Argument With Her. 
 
2.  I NEVER Said He Had An Argument With Her. 
 
3.  I Never SAID He Had An Argument With Her. 
 
4.  I Never Said HE Had An Argument With Her. 
 
5.  I Never Said He HAD An Argument With Her. 
 
6.  I Never Said He Had AN Argument With Her. 
 
7.  I Never Said He Had An ARGUMENT With Her. 
 
8.  I Never Said He Had An Argument WITH Her. 
 
9.  I Never Said He Had An Argument With HER. 



REASONS FOR MEETINGS 

•  INFORMATION 
-You need advice or information from your group 
or you want to give them information. 

•  COMMUNICATION 
-You want to develop better communication to 
enhance your group's problem solving and 
decision making capabilities. 



REASONS FOR MEETINGS 

•  CONFLICT RESOLUTION  
– People in your group have a conflict and you want 

to involve them in the process of resolving it. 
•  DECISION MAKING 

– You want to increase ownership and commitment 
of group members to decisions they have made 
and have to implement. 



REASONS FOR MEETINGS 
•  GOAL SETTING AND PLANNING 

– Your group needs to develop goals and 
make plans to achieve them. 

•  LEADERSHIP 
– You want to give group members an 

opportunity to develop their leadership skills 
by sharing this responsibility whenever 
possible. 



REASONS FOR MEETINGS 

•  INTERPERSONAL RELATIONSHIPS 
– You want to improve the way group members 

relate to one another by strengthening their 
common bonds.  (this can involve giving the 
group an opportunity to socialize over a 
meal). 



CONTENT=WHAT 

•  Did you get the results you wanted or 
expected? 

•  What did you actually get done? 
•  What problems got solved? 
•  What decisions were made by the group? 



PROCESS=HOW 
•  How did you feel about the meeting? 

–  Did you feel stimulated or challenged? 

–  Did you have fun? 

–  Was the meeting a battle of egos? 

•  Did the group work well together? 
•  Was everybody given an opportunity to 

participate? 
•  Was synergy experienced as people built on each 

other's ideas? 



PROCESS=HOW 
•  HOW were the problems solved? 

•  HOW were the decisions made? 

•  HOW were peoples ideas 
incorporated into the final product? 



PROCESSES 
•  BRAINSTORMING 
•  DECISION MAKING 
•  DISCUSSING 
•  EVALUATING 
•  LISTING 
•  ORGANIZING 
•  PRIORITIZING 
•  SUGGESTING 



KEY INGREDIENTS OF A 
SUCCESSFUL MEETING 

A GROUP MUST AGREE ON A 
CONTENT FOCUS. 

A GROUP MUST AGREE ON A 
PROCESS FOCUS. 



DESIRED OUTCOME 
•  Get information or advice 
•  Give information 
•  Problem solving or decision making 

PROCESSES 
•  Discuss, List, Brainstorm 
•  Lecture, Report  
•  Discuss, Organize, Prioritize, Evaluate 



DESIRED OUTCOME 
•  Resolve conflict 
•  Planning and goal setting 

PROCESSES 
•  Clarify perceptions and definitions, Analyze 
•  Suggest, Organize, Prioritize, Evaluate 



IMPORTANT ASPECTS 
– Process vs. Content 
– Roles 
– Information Handling 
– Decision Making 
– Environment 
– Preparation and Follow Up 



PROCESS 
•  EFFECTIVE MEETINGS 

– well prepared 
– efficient and effective meeting process 
– participants able to contribute fully 
 

•  PROBLEMS WITH PROCESS 
– confusion between process and content 
–  too much, too little, or destructive 

participation 



ROLES 
EFFECTIVE MEETINGS 

–  people understand and carry out their roles 
– well prepared agenda given to participants in 

advance 

PROBLEMS WITH ROLES 
–  unclear roles and responsibilities 
– manipulation 
–  hidden agendas 



INFORMATION HANDLING 
EFFECTIVE MEETINGS 

– Adequate amount of information given 
– Minimal amount of wheel spinning 
– Time is used well 
 

PROBLEMS WITH INFORMATION 
– Data overload 
– Repetition and wheel spinning 
– Confusion and misunderstandings 



DECISION MAKING 
EFFECTIVE MEETINGS 

– Reach clear agreement 
– Consensus is fully supported 
 

PROBLEMS WITH DECISION MAKING 
– Rubber stamp meetings 
– Win/lose approaches 
– Lack of support for decisions 



CONSENSUS 
•  Consensus is agreement by all 

parties involved, but often at 
varying levels of commitment. 

•  Consensus is not the same as 
unanimity. 

•  Often it is a tedious and laborious 
process. 

•  At times consensus building may 
be inappropriate 



ENVIRONMENT 

EFFECTIVE MEETINGS 
– Safe, stimulating environment 

PROBLEMS  WITH ENVIRONMENT 
– Poor seating arrangements 
– Too hot, too cold, too noisy, too formal, 

etc.... 



PREPARATION AND 
FOLLOW UP 

EFFECTIVE MEETINGS 
– Clear understanding of who will do what, by 

when to follow through on meeting 
–  Energized team leaves room to implement 

decisions made 

PROBLEMS WITH FOLLOW-UP 
– Unclear purpose or path to accomplish it 
– Confused expectations 
– No action 



FACILITATOR ROLE 

Keep Group Focused 
– know desired outcomes 
– get expectations 
– agree on Content 
– agree on Process 
– Be Process advocate 



FACILITATOR ROLE 

Create Safe Environment 
– protect participants from attack 
– make sure all participate 
– deal with difficult participants 
– get agreement on and enforce 

Ground Rules 



FACILITATOR ROLE 

Ensure Commitment from Participants 
– follow-through actions, including dates 

Who, What, and by When 
STAYS NEUTRAL 



RECORDER ROLE 

Create Group Memory  
– numbers sheets 
– writes quickly, legibly 
– varies colors 
– captures basic ideas using key words 

and phrases 



FACILITATIVE BEHAVIORS 
•  Good listener 
•  Positive/participative 
•  Believes everybody has 

creative potential 
•  Cares that others understand 
•  Gives and solicits feedback 



FACILITATIVE BEHAVIORS 
•  Shares information 
•  Uses effective process skills 
•  Helps create and maintain a safe 

group environment 
•  Keeps agreements 



STEPS TO A GOOD MEETING 
Explore alternatives to meetings 

– Make a decision without group action. 
– Conference call. 
– Consolidate meetings.  
– Cancel the meeting--"Is this meeting 

necessary?” 



STEPS TO A GOOD MEETING 

Plan the meeting carefully:  who, what, 
when, where, why, how many 
– Keep participants to a minimum. 
– Choose an appropriate time and place. 
– Define the purpose(s) clearly in your own 

mind before calling the meeting.  Have 
clarity about the desired outcome. 



STEPS TO A GOOD MEETING 
•  Time-limit the the agenda.  Allocate a 

time to each subject proportional to its 
relative importance. 

•  Review, revise and re-order the agenda. 
Place the most important items at the 
start of the agenda. 

•  Distribute the agenda in advance.  This 
helps the participants prepare-or at least 
forewarns them. 



STEPS TO A GOOD MEETING 
•  Come early and set up the meeting 

room. 
•  Start on time.  Give warning; then do it.  
•  Assign timekeeping and minutes 

responsibilities. 
•  Review ground rules. 
•  Clearly define roles. 



STEPS TO A GOOD MEETING 

•  Get participants to introduce 
themselves and state their 
expectations for the meeting. 

•  Obtain agreement on content and 
process focus. 



STEPS TO A GOOD MEETING 
•  Review action items from the 

previous meeting.  
•  Control interruptions. 
•  Focus on the same problem in the 

same way at the same time. 



STEPS TO A GOOD MEETING 
•  Accomplish the meeting purpose. 
•  Restate conclusions and assignments to 

insure agreement and to provide 
reinforcement or a reminder.  Establish 
action items: who, what, when.  Use 
“Action Register”.  

•  Set the date and place of the next meeting 
and develop a preliminary agenda. 



STEPS TO A GOOD MEETING 

•  End on time.  Adjourn the meeting as 
scheduled so that participants can 
manage their own time.  Close the 
meeting crisply and positively. 

•  Use a meeting evaluation checklist as 
an occasional spot check. 

•  Clean up and rearrange the room. 



STEPS TO A GOOD MEETING 
•  Expedite the preparation of the minutes. 
•  Insure that progress reports are made 

and decisions executed. 
•  Uncompleted actions should be listed 

under "Unfinished Business" on the next 
meeting's agenda. 



GROUND RULES 
•  Be responsible for how well the group 

works 
– Appreciate other points of view--avoid passing 

judgment or retaliating 
– Handle differences or conflicts positively. Don't 

discount others' ideas. 
– Everyone is equal and has the right to be 

heard. 
– Focus on meeting goals -- avoid side 

conversations and hidden agendas 



GROUND RULES 
•  Be clear and concise 

– Ask a question when you have one 
– Avoid being defensive about your own ideas 
– Avoid putting words in other peoples mouths--

no interrupting 
–  Listen to understand - summarize and/or 

paraphrase 
– Be open to new concepts and to concepts 

presented in new ways, build on the ideas that 
others offer.  Do not accept the first idea - go 
for the second and even better the third 



GROUND RULES 
•  Be punctual 
•  Be honest 
•  Give feedback directly and openly 
•  Ok to make mistakes 
•  Relax and have fun 
•  Maintain a positive attitude--think Win/Win 
•  Communicate, Communicate, 

Communicate... 



SUMMARY 
•  Cancel meetings that are unnecessary. 
•  Develop a set of meeting guidelines and 

procedures for use with groups. 
•  Have flip charts, markers and tape 

available. 
•  Take time to visualize success before a 

meeting. 



SUMMARY 

•  Write desired outcome statements for 
your meetings. 

•  Prepare content/process agendas in 
advance. Get group input and 
ownership of the agenda. 

•  Protect all individuals in the meeting 
from attack or ridicule. 



SUMMARY 
•  Change seating arrangements to a U-

shaped table or to a semicircle without a 
table. 

•  Adopt a win/win attitude. 
•  Share the responsibility for meeting 

success with meeting participants. 
•  Keep the group's planning process 

open, visible and explicit. 



SUMMARY 
•  Clarify roles and decision-making methods 

at the beginning of meetings. 
•  Ask at the beginning of a meeting: "What 

will success look like? How long are we 
meeting?" 

•  Use "facilitative" behaviors. 
•  Keep the meeting focused. Ask, "What's the 

problem?" or "What's the opportunity?" 



SUMMARY 
•  Focus on process instead of content 

issues periodically during meetings. 
•  Hold more problem-solving and less 

information-sharing meetings. 
•  Conduct a meeting review at the end 

of your meetings. 



PRIORITIZING 
•  Prioritizing creates problems because 

the things people care about typically 
conflict with each other. 

•  They frequently prove incompatible 
because obtaining one thing often 
means having to go without some other 
thing. 

•  Which of two good things should you 
choose? 

•  In either case you face a dilemma. 



PRIORITIZING 
Questions to ask in prioritizing strategies: 
•  Does this strategy fit with any other 

complementary strategies in the issue set. 
•  How well does the strategy fit with previous 

discussions of trends, environmental factors, and 
resources? 

•  How well is the strategy linked with one or more 
of the goals and objectives? 

•  Can this strategy lead to a measurable success? 



PRIORITIZING 
Questions to ask in prioritizing strategies: 
•  Can this strategy draw others into the process 

or leverage additional support? 
•  What costs (staff, building and materials, 

project, opportunity, side effects) are 
associated with this strategy? 

•  When will the cost occur?  Who will absorb 
the costs? 



PRIORITIZING 
Questions to ask in prioritizing strategies: 
•  What benefits are possible as a result of 

this strategy? 
•  When will the benefits occur? How 

probable are the benefits? Who will reap 
the benefits? 

•  Which activities address the areas or 
issues of greatest need and/or best 
enhance the cooperative’s competitive 
advantages? 



PRIORITIZING 
Questions to ask in prioritizing strategies: 
•  Are there resources and commitments in 

place to implement these activities? 
•  Do these activities represent the best 

use of limited resources? 
•  Will the activities have positive 

economic, environmental, and social 
impacts? 


