Mind map

Procductive meetings: from purpose to commitment
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Is it necessary?

e \What decision or problem justifies it?
e Alighing or updating: writing works better
e Worth it for disagreement and sensitive talks
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Before it starts

e One-sentence goal, not a topic
e Agenda with time per item
e Lean attendee list, material sent ahead

e 25- or bO-minute duration
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During the meeting

e Open by stating the goal

e Balance over- and under-talkers

e Separate discussion from decision

e Name disagreement instead of dodging it
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Action plan

Check whether the

Set the goal, a timed
agenda, and attendees

meeting truly requires
discussion

Open by stating what
must come out of it

Productive
meetings

Close with decisions,
owners, deadlines, and
who to inform
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Patterns that ruin meetings

e A monologue that becomes a presentation
e A decision with no owner or deadline

e A side topic that hijacks the agenda

e Silence mistaken for consensus
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Send the list of
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Closing and record

e What was decided, who, by when
e \Who needs to be informed
e Short record sent the same day

-

N\

Audit recurring meetings

e Does it still solve the original problem?
e Does the frequency still make sense?
e Do the same people still need to attend?

Key takeaway

with names and deadlines.

commitments the same

day
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A good meeting is decided before
it starts and ends in commitments




