
Learning About . . .

Successful Meeting: Set Up
 

Gilliland & Jud

Here are the time-tested techniques for getting more out of your meetings.
 

1.	 Define the Purpose of the Meeting 
	 Do you know what you are after here?  Can you state it in a sentence or two?

2. 	 Explore Alternatives to Holding the Meeting at All 
	 Can you substitute a conference call?  Can a responsible person make  

a simple decision?

3. 	 Keep Participants to a Minimum  
	 If you double the number of people at a meeting, you quadruple the number  

of communication channels.

4. 	 Choose a Good Time 
	 Pick one that fits most peoples’ schedules and when attention will be highest.

5. 	 Choose a Good Place 
	 One that’s easy to get to and that fits the size of the group.

6. 	 Pick the Right Participants 
	 Select people who can advance the purpose for calling the meeting or who can 

torpedo it if they are left out.

7. 	 Prepare an Agenda 
	 List the major topics and issues to be discussed or decided in sufficient detail  

for people to prepare.

8. 	 Distribute the Agenda in Advance 
	 In your cover email, make sure you identify time, place and other details,  

as well as any prep work not identified in the agenda itself.

9. 	 Time-Limit the Meeting and Each Agenda Item 
	 Remember, there is a plethora of evidence to support the observation that  

attention spans plunge rapidly after a meeting has gone on for more than  
90 minutes.
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for your wallet

✁Su
cc

es
sf

ul
 M

ee
ti

ng
: 

Se
t 

U
p 

C
he

ck
lis

t

1.
	

D
efi

ne
 t

he
 P

ur
po

se
 o

f 
th

e 
M

ee
ti

ng
 —

 S
ta

te
 th

e 
go

al
 b

ri
efl

y

2.
 	

E
xp

lo
re

 A
lt

er
na

ti
ve

s 
to

 H
ol

di
ng

 t
he

 M
ee

ti
ng

 a
t 

A
ll 

—
 C

an
 y

ou
 

su
bs

ti
tu

te
 a

 c
on

fe
re

nc
e 

ca
ll?

  C
an

 o
ne

 p
er

so
n 

m
ak

e 
a 

de
ci

si
on

?

3.
 	

K
ee

p 
P

ar
ti

ci
pa

nt
s 

to
 a

 M
in

im
um

 —
 If

 y
ou

 d
ou

bl
e 

th
e 

pe
op

le
  

at
 a

 m
ee

ti
ng

, y
ou

 c
om

po
un

d 
co

m
m

un
ic

at
io

n 
ch

an
ne

ls
.

4.
	

 C
ho

os
e 

a 
G

oo
d 

T
im

e 
—

 P
ic

k 
on

e 
th

at
 fi

ts
 m

os
t p

eo
pl

es
’  

sc
he

du
le

s a
nd

 w
he

n 
at

te
nt

io
n 

w
ill

 b
e 

hi
gh

es
t.

5.
 	

C
ho

os
e 

a 
G

oo
d 

P
la

ce
 —

 E
as

y 
to

 g
et

 to
, a

nd
 th

e 
ri

gh
t s

iz
e.

6.
 	

P
ic

k 
th

e 
R

ig
ht

 P
ar

ti
ci

pa
nt

s 
—

 S
el

ec
t p

eo
pl

e 
w

ho
 c

an
 a

dv
an

ce
 

th
e 

pu
rp

os
e 

of
 th

e 
m

ee
ti

ng
 o

r t
or

pe
do

 it
 if

 th
ey

 a
re

 le
ft

 o
ut

.

7.
 	

P
re

pa
re

 a
n 

A
ge

nd
a 

—
 L

is
t t

he
 to

pi
cs

 so
 p

eo
pl

e 
ca

n 
pr

ep
ar

e.

8.
 	

D
is

tr
ib

ut
e 

th
e 

A
ge

nd
a 

in
 A

dv
an

ce
 —

 In
 y

ou
r c

ov
er

 e
m

ai
l, 

 
m

ak
e 

su
re

 y
ou

 id
en

ti
fy

 ti
m

e,
 p

la
ce

, p
re

p 
w

or
k 

an
d 

ot
he

r d
et

ai
ls

.

9.
 T

im
e-

L
im

it
 t

he
 M

ee
ti

ng
 a

nd
 E

ac
h 

A
ge

nd
a 

It
em

 —
 A

tt
en

ti
on

 
sp

an
s a

t m
ee

ti
ng

s p
lu

ng
e 

ra
pi

dl
y 

af
te

r 9
0 

m
in

ut
es

.

gi
ll

il
an

da
nd

ju
d.

co
m

gi
ll

il
an

da
nd

ju
d.

co
m

© 2008 Gilliland & Jud, Inc.


