Fewer and Better Meetings
As managers and professionals in the modern workplace most of us have had to deal with the scourge of meetings. They are often disorganized, poorly planned, ineffectively chaired and never really accomplish anything. But the biggest problem with meetings is that there are far too many of them. For many of us we have had to add a couple of hours in the morning and a few more at night just to get our work done.
The first step to better meetings is to make sure that there are fewer of them. Here are some questions to help you decide which meetings to get rid of. 
· Can you get feedback or input on a policy document by e-mail rather than having a meeting to discuss it?
· If you know in advance that a meeting is planned but no decision can be taken then can you postpone the meeting until a decision can be taken?
· If a committee has been meeting for the last three months and has still not prepared a report or recommendations then why are they still meeting?
· Are you showing up at meetings that do not require any input or suggestions from you then why are you attending?

· Is there more than one representative from a section or department attending the same meeting? 

The bottom line on meetings is that they should only be held when they are absolutely necessary, when the purpose of the meeting is known in advance, and should only have the people in attendance who have to be there by virtue of their knowledge or their position in the organization. All other meetings are likely a waste of you and others valuable time.
That doesn’t mean that all meetings are a bad thing. Meetings that are necessary and well organized can be a great tool for sharing information, making decisions in a collaborative fashion, and allowing for a broad range of input and representation from across the organization. Once we eliminate the superfluous ones we can then focus on making the remaining meetings as effective and efficient as possible.
The keys to a successful meeting are proper advance planning and a knowledgeable chair or facilitator. Good planning for any meeting that you want to succeed should include defining the purpose and objectives of the meeting and what you want to accomplish. This means having an agenda for the meeting that estimates time for each agenda item and helps focus the meeting and allows the chair to provide direction to participants. The agenda should also help determine who needs to attend the meeting and if it is distributed in advance can allow participants to ask questions or raise concerns before the meeting even begins.

Ensuring that the meeting is properly chaired is the second key to a successful meeting and crucial to that success is getting the meeting off on the right note by starting it at the time for which it was advertised. The chair should review the basics at the beginning of the meeting including ground rules and how decisions will be made. It is up to the chairperson to ensure that timelines on agenda items are respected and they have to keep the meeting moving ahead at the agreed upon pace and agenda. The chair or note taker should record all action points and decisions that are made including who will take responsibility for making sure that agreed upon actions are carried out and who will report to the next meeting about the progress made on decisions taken at this meeting.
At the end of the meeting the chairperson should provide a summary of the discussions and outcomes from the meeting. As soon as possible after the meeting all participants should receive draft notes or minutes of the meeting to comment on. Once comments have been received these will become the base for setting the agenda for any future or follow up meetings. The last job of the chair is similar to their first: end the meeting on time. There may be exceptions but extending the meeting beyond its scheduled time limits should never, ever, become the rule.
There are tons of other suggestions to make especially in regards to the expected behaviour of participants at meetings but that is normally something that is out of the control of good planning and even excellent facilitation. One way to deal with meeting “ruiners” is to have a group agreement on guidelines to follow during the meeting. At least the chair has something to work with if one person decides to try and ruin the experience for everybody else.
Remember the golden rule of meetings. “A meeting if necessary but not necessarily a meeting.”

