How to Run Meetings

They Won’t Run From

Who’s in charge
of this thing?

Could | sneak out
without anyone
noticing?

Definitely
Chinese for
lunch.

Written (largely in pointless meetings)

by
Robbie Hyman

www.RobbieHymanCopywriting.com




“I'm looking forward to our weekly staff meeting.”
—Nobody, Ever

Share this little booklet!

Sharing, reprinting and re-publishing this material
is not only legal but encouraged.
Please, pass it on!
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HOW TO RUN
A GREAT MEETING

11 tips
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1. Start your meeting on time

If they’re late, they’ll learn.

Subject: Meeting: "Final Prep Meeting for Tradeshow"

Location: First-Floor Conference Room

Start: | Thu, Dec 2, 2010 ]jjj 10:00AM . |1 All-day event
End: | Thu, Dec 2, 2010 7] [10:30am| 2 Duration: 30 [ minutes %)
Occurs: | Once Only )

" | Reminder

" Travel time

N

Meeting will start at 10:88am sharp.W
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2. Be the moderator

- Set the tone

- Watch the clock

- Manage conflict

- Keep team on topic

- Keep team engaged
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3. Don’t allow laptops or phones
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4. Assigh someone to take notes

- Idea

?? Question

* Action item - Dori
2 * Action item - Kevin

* Action item - Marcus

- Idea
2 ! Decision Reached

> * Action item - Mark
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5. Respect your dial-in attendees

Make sure everyone remembers they’re on the line.
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6. Acknowledge good ideas

s Great point.

| love that suggestion!

Brilliant.
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7. Set up an idea “Parking Lot”

Some ideas are great but not on topic.

Great idea, but oft topic.

Lets discuss this with the right
people in the room.

Good question; well ask I'l”
about it later.
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8. Invite relevant and useful guests

Give your team a broad perspective.

What'’s
new at

the agency?

What'’s
happening in other
departments?

What is your group
hearing about the new

public affairs campaign?

HOW TO RUN MEETINGS

www.RobbieHymanCopywriting.com 11



9. Demand precise language
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10. Don’t expect everyone to talk




11. Recap decisions and actions
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11 tips for great meetings

1. Startontime 7. Set up idea “parking lot”

2. Be the moderator 8. Invite relevant guests

3. Don’t allow laptops 9. Demand precise language
4. Assign a note-taker 10. Don’t make everyone talk
5. Respect the dial-ins 11. Recap actions and decisions
6. Acknowledge good ideas
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What to ask from your attendees

Be on time

Review the agenda
Think of good guests
Share relevant stories

A S

Don’t bring laptops

Bring paper and pen
Stay on topic
Be precise

O 0 N O

Respect the dial-ins

10. Own your action items
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Bonus tip: play devil’s advocate

Make attendees defend their decisions.

”l agree.” ”Sounds fine.”

“Uh huh.”
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KEEP THE MEETING
MOMENTUM GOING

3 post-meeting tips
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1. Send a recap of decisions and actions

o0 0 . Recap: "Campaign Kickoff Meeting" =

w;@f@.;/.lﬁ. \ ool B8 N

Send Attach  Insert - Priority Signature To Do Categories Projects  Links
To:

Click here to add recipients ‘
Ce:

Subject: Recap: "Campaign Kickoff Meeting”
» Attachments: none

2% | Calibri B 11 fBII_JT[E]%

Team:

Wil
il
I
fil
g
e

Thank you for participating in our “Campaign Kickoff Meeting” yesterday.
Here'’s what | have as the action items agreed to by the group. If you recall addition actions not listed below, please email the group with them.

Thanks, Team!
Robbie

Action Items:

Dori
:Qree viable launch dates -- based on availability of other departments, potential conflicts with other industry events, etc.
(Due Wednesday, April 28)

Kevin
Write first draft of the campaign press release (including draft of CEQ quote)
(Due Wednesday, April 28)

Rachel
Prepare initial campaign kickoff agenda — including timeline, project list, vendor list, estimated costs, etc.
(Due Friday, May 14|
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2. Put action items on your calendar

®00 [ Kevin -- first draft press release =

This invitation has been sent View attendee status

Invite: | robbie hyman )

Subject: Kevin -- first draft press release

Location:
Start: 'Wed, Apr 28, 2010 "l Al-dayef Calendar Subject contains & Filter X
End: Wed, Apr 28, 2010 Duration: 3 <> Wednesday, April 28, 2010

e T 28 Wednesday |

E Reminder

) Travel time ’

» Attachments: none ~ | Kevin -- first draft press release -
Notes, if any.... -

10
AM

1=

P\ | L Dori - list of available dates for campaign launch
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3. Ask for post-meeting insights

We often come up with great ideas after the meeting.

“Why didnt I say that in
the meeting?”

A\
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