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Roadmap for Today’s Session
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• Common problems with meetings

• 3 pre-meeting questions

• 9 tips for running meetings

• Take questions throughout
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Common Problems with Meetings



Common Problems with Meetings
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What bothers you?



Common Problems with Meetings

• Starts late/ends late – 66%

• Unnecessary – 63%

• Too much (or not enough) time allotted – 57%

• Attendees distracted (multitasking) – 57%

• Attendees interrupting each other – 55%

• Not sticking to the agenda – 49%

• Attendees unprepared – 47%
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Source: Meeting of the Minds: Workers and Executives Dread Wasted Time, Accountemps
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Three Pre-Meeting Questions



Three Pre-Meeting Questions

Question #1

Do we need a meeting?

 Email

 Phone

 One-on-One Conversation
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Three Pre-Meeting Questions

Question #2

Does we need all these people?

 10 people meeting for an hour meeting is a 10-hour 

meeting

 Cut it to 5 people, and now it’s a 5-hour meeting
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Three Pre-Meeting Questions

Question #3

Does it need to be this long?

 Cut the previous meeting from an hour to 30 

minutes, and now it’s a 2.5 hour meeting
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Nine Tips for Running Meetings



Nine Tips for Running Meetings

1. Set Some Ground Rules

2. Publish an Agenda

3. Use a Facilitator

4. Start on Time

5. Stay on Time

6. End on Time

7. Use a Parking Lot

8. Clarify the Commitments

9. Publish Notes
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Tip #1: Set Some Ground Rules

• Who owns the meeting?

• Who sets the agenda?  When?

• How will decisions be made?

• Are electronic devices 

allowed?

• What about side conversations
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Tip #2: Publish an Agenda

• Publish the agenda in 

advance

• Include all the relevant 

materials

• Highlight any decisions 

that will be made
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Tip #2: Publish an Agenda (continued)

• This is not useful:
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Tip #2: Publish an Agenda (continued)

• For the entire agenda:

Date, Start Time, and Stop Time

Location

Meeting Owner

Meeting Facilitator

Planned Attendees
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Tip #2: Publish an Agenda (continued)

• For each item:

A descriptive title (and 

preferably a short summary)

The Start Time

The Owner

Any Decision Items
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Tip #3: Use a Facilitator

• Can be difficult to run the meeting and 

participate

• The meeting owner can designate a 

facilitator to help run the meeting

Call up agenda items

Signal when time is up

Take notes

• Allows the owner to fully participate
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Tip #4: Start on Time

• Owner and facilitator need to be about 5 min 

early

• Attendees should arrive about 1-2 min early

• Start the meeting exactly on time

• No search parties for latecomers
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Tip #5: Stay on Time
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• Meeting owner’s responsibility to 

keep the meeting moving

Can delegate to the facilitator

• Each item stays within the time 

allotted

Facilitator signals when time is 

running out

• If an item runs late, the time comes 

from another item



Tip #6: End on Time

• Don’t let the meeting run long

• If you start on time and stay on 

time, this is easy

• Don’t feel bad about ending 

early (nobody will complain)

• Hint: Schedule meetings to end 

5-10 minutes before the hour 

or half hour
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Tip #7: Use a Parking Lot

• Place to “park”

Off-topic issues that arise

 Items that run long

• Revisit the parking lot at the end 

of the meeting

Do they need to be addressed?

Do we still have time?

Can we defer to a future 

meeting?
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Tip #8: Clarify the Commitments

• Figure out the next steps for each 

item

• Clearly assign responsibility for 

carrying it out

• Write it down

• Follow up at the next meeting
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Tip #9: Publish Notes

• Assign someone to take notes

Great job for the facilitator

• Be sure to record the following:

Decisions

Next steps and responsibilities

• For most meetings, this is enough (don’t 

need detailed minutes)

• Store them where people can get to them
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Nine Tips Revisited

1. Set Some Ground Rules

2. Publish an Agenda

3. Use a Facilitator

4. Start on Time

5. Stay on Time

6. End on Time

7. Use a Parking Lot

8. Clarify the Commitments

9. Publish Notes
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Other Questions
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Information

Scott Frank, Director of Performance and IT Audit

Scott.Frank@sao.wa.gov
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