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CRITICAL CRITERIA FOR EFFECTIVE MEETINGS
ɟOī�ƺŠƙƃƊ�ďŠŖɰƓ�ĲìƳĖ�ƓĲĖƊĖ�ìƊŋ�īŠƃ�ƓĲĖŕ�Šƃ�ďŠŖɰƓ�ìƓƓĖŖďɠ

TYPES OF MEETINGS
ɟlìŋĖ�ƊƙƃĖ�ƺŠƙ�ŋŖŠƴ�ƴĲìƓ�ƓĲĖ�ĬŠìŎƊ�ìƃĖ�īŠƃ�ŕĖĖƓĶŖĬ�ʸ�ƺŠƙƃ�ƃŠŎĖɠ

Ǩɐ��ĬĖŖďì�
ǩɐ��ƊƊĶĬŖ�ì�ƊĉƃĶĈĖ�ƓŠ�ƃĖƀŠƃƓ�ŕĖĖƓĶŖĬ�ĲĶĬĲŎĶĬĲƓƊ
Ǫɐ�¡ƓìƃƓ�ŠŖ�ƓĶŕĖɐ��0Ŗď�ŠŖ�ƓĶŕĖ
����ɥ� ŠŖƙƊ�Ķī�ƺŠƙ�ĖŖď�ĖìƃŎƺ
ǫɐ�DŠĉƙƊ�ŠŖ�ďĖĉĶƊĶŠŖƊɑ�ŖŠƓ�ŠŖ�ďĶƊĉƙƊƊĶŠŖƊ
Ǭɐ�0Ŗď�ƴĶƓĲ�ìŖ��ĉƓĶŠŖ��ŎìŖ
����ɥ��ƊƊĶĬŖ�ƃĖƊƀŠŖƊĶĈĶŎĶƓĶĖƊ�ʸ�ďĖìďŎĶŖĖƊ
ǭɐ��ƙďĶƓ�ƓĲĖ�0ǛĖĉƓĶƳĖŖĖƊƊ�Šī�ĖìĉĲ�ŕĖĖƓĶŖĬ
����ɥ�0ƳŠŎƳĖ�Šƃ�ĖŎĶŕĶŖìƓĖ

ɚ�¡ƓƃìƓĖĬƺ�lĖĖƓĶŖĬƊ

ɚ�wƀĖƃìƓĶŖĬ�lĖĖƓĶŖĬƊ

ɚ�'ĖĉĶƊĶŠŖ�lĖĖƓĶŖĬƊ

ɚ� ƃìĶŖƊƓŠƃŕĶŖĬɝ!ƃĖìƓĶƳĖ�'ĶƊĉƙƊƊĶŠŖ

ɚ�ªĖìŕ�ĈƙĶŎďĶŖĬ�

ɚ��ƃŠĈŎĖŕ�ƊŠŎƳĶŖĬ

ɚ�'ìĶŎƺ�KƙďďŎĖƊ

BEFORE THE MEETING
ɟ�ĖŕĖŕĈĖƃ�ì�ŕĖĖƓĶŖĬ�ĉŠƊƓƊ�ŕŠŖĖƺ�ʸ�ƓĶŕĖɠ

AFTER THE MEETING
ɟ0ŖƊƙƃĶŖĬ�ŕĖĖƓĶŖĬ�ĉƃĖìƓĖƊ�ìĉƓĶŠŖɠ

ɚ�'ĖƓĖƃŕĶŖĖ�ƴĲŠ�ƊĲŠƙŎď�ìƓƓĖŖď
ɟ0ǛĖĉƓĶƳĖ�ďĖĉĶƊĶŠŖɥŕìŋĶŖĬ�ďĖĉƃĖìƊĖ�Ǩǧʰ�īŠƃ�ĖƳĖƃƺ�ŕĖĖƓĶŖĬ�
ƀìƃƓĶĉĶƀìŖƓ�ŠƳĖƃ�ƊĖƳĖŖɠ

ɚ�¡ĖŖď�ŕìƓĖƃĶìŎƊ�ʸ�ìĬĖŖďì

ʾ�EĶƳĖ�ƀìƃƓĶĉĶƀìƓĶŠŖƊ�ƓĶŕĖ�ƓŠ�ƀƃĖƀìƃĖ�ĈĖīŠƃĖ�ì�ŕĖĖƓĶŖĬ

ʾ�EĶƳĖ�ƀìƃƓĶĉĶƀìŖƓƊ�ĉŠŖƓĖƹƓ�īŠƃ�ƓĲĖ�ŕìƓĖƃĶìŎƊ�ɟĶɐĖɐ�ĶŖīŠƃŕìƓĶŠŖ�
ŠŖŎƺɑ�īŠƃ�ďĶƊĉƙƊƊĶŠŖɑ�ĖƓĉɐɠ�

ɚ�lĖìƊƙƃĖ�ƓĲĖ�ƳìŎƙĖ�Šī�ĖƳĖƃƺ�ĶƓĖŕ�ŠŖ�ƓĲĖ�ìĬĖŖďì�
ɟ�ďŇƙƊƓ�ìĬĖŖďì�ƀƃĶŠƃ�ƓŠ�ƓĲĖ�ŕĖĖƓĶŖĬɠ

ɚ�'ĖƓĖƃŕĶŖĖ�ĉìďĖŖĉĖ�Šī�ƃĖŠĉĉƙƃƃĶŖĬ�ŕĖĖƓĶŖĬƊ�
ɟ!ŠƙŎď�ĶƓ�ŕŠƳĖ�ƓŠ�ì�ĈĶɥƴĖĖŋŎƺ�ŕĖĖƓĶŖĬ�Šƃ�ĈĖ�ĖŎĶŕĶŖìƓĖďɠ

ɚ��ƀƀŎƺ�ƓĲĖ�ËK�l�lĖƓĲŠď�
ɟËĲƺ�ĲìƳĖ�ì�ŕĖĖƓĶŖĬɗɠ�
ɥ�'ŠĖƊ�ƺŠƙƃ�ƓĲŠƙĬĲƓ�Šƃ�ĶďĖì�ƃĖƂƙĶƃĖ�ĉŠŎŎìĈŠƃìƓĶŠŖɑ�
ĈƃìĶŖƊƓŠƃŕĶŖĬ�Šƃ�ĶŖƀƙƓ�īƃŠŕ�ŠƓĲĖƃƊɗ�

ɥ�'Š�ƺŠƙ�ĖƹƀĖĉƓ�ì�ŎŠƓ�Šī�ĈìĉŋɥìŖďɥīŠƃƓĲ�ƂƙĖƊƓĶŠŖƊɗ��
ɥ�OƊ�ƓĲĖƃĖ�ìŖŠƓĲĖƃ�ƴìƺ�ƓŠ�ƊĲìƃĖ�ĶŖīŠƃŕìƓĶŠŖɗ

ɥ�'ĶƊƓƃĶĈƙƓĖ�ìŖď�ƃĖƳĶĖƴ�ŕĖĖƓĶŖĬ�ŖŠƓĖƊ�ɟĈƺ�Ǫƃď�ĈƙƊĶŖĖƊƊ�ďìƺɠ

ɥ�DŠŎŎŠƴ�ƙƀ�ƴĶƓĲ�ƓĖìŕ�ŕĖŕĈĖƃƊ

ɥ��ƃĶŠƃĶƓĶǃĖ�ƺŠƙƃ�ĉŠŕŕĶƓŕĖŖƓƊɝīŠŎŎŠƴ�ƙƀ�ŠŖ�ĉŠŕŕĶƓŕĖŖƓƊ

ɥ�0ŖƊƙƃĖ�ìĉƓĶŠŖ�ĶƊ�ƓìŋĖŖ

V O L U M E  5

MEETING MANAGEMENT
Time is not free.  Plan better meetings. 

ɚ��ƙŖŖĶŖĬ�lĖĖƓĶŖĬƊ�ɟǩǧɥlĶŖƙƓĖ�lìŖìĬĖƃ�¡ĖƃĶĖƊɠ�ɧ�KìƃƳìƃď� ƙƊĶŖĖƊƊ��ĖƳĶĖƴ
ɚ��ƙŖŖĶŖĬ�ÊĶƃƓƙìŎ�lĖĖƓĶŖĬƊ�ɟǩǧɥlĶŖƙƓĖ�lìŖìĬĖƃ�¡ĖƃĶĖƊɠ�ɧ�KìƃƳìƃď� ƙƊĶŖĖƊƊ��ĖƳĶĖƴ
ɚ�ªĲĖ�¡ƙƃƀƃĶƊĶŖĬ�¡ĉĶĖŖĉĖ�Šī�lĖĖƓĶŖĬƊɒ�KŠƴ�ÑŠƙ�ĉìŖ�dĖìď�ÑŠƙƃ�ªĖìŕ�ƓŠ��Ėìŋ��ĖƃīŠƃŕìŖĉĖ�Ĉƺ�¡ƓĖƳĖŖ�Eɐ��ŠĬĖŎĈĖƃĬ
ɚ�ªĖďªìŎŋɒ�KŠƴ�ƓŠ�¡ìƳĖ�ƓĲĖ�ËŠƃŎď�ɟŠƃ�ìƓ�ŎĖìƊƓ�ƺŠƙƃƊĖŎīɠ�īƃŠŕ� ìď�lĖĖƓĶŖĬƊ�ɧ�'ìƳĶď�Eƃìďƺ�ɟǭɒǪǩ�ŕĶŖƙƓĖƊɠ
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