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Do We Have to 
Have ANOTHER 

Meeting? 

Keys to Moving from Ineffective to Effective 
Before the Meeting: Preparation 
During the Meeting: Structure/Environment 
After the Meeting: Evaluation/Follow-Up 

The P.A.R.T.Y. Principle© of Meetings  
P – Which people should be involved? 
A – What needs to be accomplished? 
R – What resources are needed for the meeting? 
T – Will there be a timed agenda distributed in advance? 
Y – Is there a yee-haw or yes! element? 

The P.A.R.T.Y. Principle 
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Why Are These 
Meetings  
SO Long? 

What Makes Meetings  Too Lengthy? 
•   
•   
•   
 
 
 At Meetings 

- Take Action 
- Build Consensus 
- Give Reports 

Between Meetings 
- Discussions/brainstorming 
- Preparation 
- Execution 
- Problem Solving 
- Evaluation 

What Happens Between Meetings? 
 
 
 
 

What About Conference Calls? 
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Meeting Basics 

Planning the Agenda 
• Goal of meeting 
• What must be discussed? 
• What must be accomplished?  Actions taken? 

 
Agenda Items 
• Is the item clear? 
• Does the group have the authority to act? 
• Should this item be dealt with at a different level? (e.g., committee, task force, 

work group)? 
• Does it concern at least three individuals? 
• Is all the information available? 
• What are the time requirements for discussion or action? 
• Is there a presenter/champion? 
 
 
 Meeting Considerations 
• Is a meeting really necessary? 
• What are your desired outcomes? 
• Prepare an agenda - and share it 
• Consider the meeting environment 
• Consider alternative formats 
• Food/beverage concerns 
• Start and end on time 
• Practice using A/V equipment 
• Set aside time for wrap up 
 

Why do meetings fail? 
 
• Unnecessary 
• Held for wrong reason 
• Objective is unclear 
• The wrong people are there  
• Not controlled properly 
• Environment is disagreeable 
• Poor timing 
• Poor decision making in the 

meeting 
 

From Making Meetings Happen, Robert Burns,  
Australia: Business + Publishing 
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10 Tips/Reminders: 
How Do I Manage  

This Meeting? 

Start on Time 
 
1. Welcome/Introductions 
 
2. Establish Ground Rules 

- Rules of order 
- Special requests 

 
3. Outline Purpose of 

Meeting 
- What to be accomplished? 
- What action must take place? 

 
4. Listen Effectively 

- Provide opportunity for those not 
participating 

- Listen for trends 
- What are they REALLY saying? 

 
5. Solicit Input 

- Group opinions 
- Consensus 

 
 

6. Clarify Statements 
- Re-state comments 
- Ask for clarification 

 
7. Diffuse “Hot” Issues 

- Watch for conflict 
- Refer group to most common 

element of agreement 
- Build consensus 
 

8. Assign Roles & Tasks 
- Secure agreement during 

meeting 
- Document in minutes 
 

9. Summarize Decisions 
- Actions, agreements, 

assignments 
 

10. Recognize 
Contributions 

 
 End on Time 
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Meeting 
Management  

Checklist 

Preparation 
• Prepare an agenda 

– Are there outstanding items from previous meetings? 
– Ask board members/committee chairs for input 
– Consider:  When is budget approved?  Is this the Annual Meeting? 

 
Meetings 
• Start the meeting on time 
• Keep the meeting moving 
• Summarize major points  
• Ask for recommendations/actions 
• Draw out silent members 
• Listen 
• Retain control without stifling open discussion 
• Keep a “parking lot” of non-agenda ideas 
• Adjourn on time 

 
 
Follow up 
• Always say thank you 
• Give plenty of positive feedback 
• Give a report to appropriate groups 
• Be clear on actions needing follow up and those responsible  
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The Ten Commandments of 
Meetings 

1. Thou Shalt Always Know What Time It Is 
 Never run over the time allotted 
 If you get bogged down, table the issue 
 If you must reach a conclusion at the meeting, let everyone know that this 

is the case prior to the meeting 
 

2. Thou Shalt Not Forget the Main Reason for Meetings 
 Meetings are to do something together that you can’t do alone 
 Three purposes:  communicating, administering, and deciding 
 The focus should be on taking action 

 
3. Thou Shalt Remember the Golden Rule of Meetings:  Praise 

in Public, Criticize in Private 
 Shut off public criticism when it arises 
 Remember you are all on the same team 
 Make it clear, in advance of the meeting, who is in charge, how long the 

meeting will last, and what the point of the meeting is 
 If someone attempts to take over the meeting, be clear about the ground 

rules 
 

4. Thou Shalt Not Convene a Meeting Without Asking When 
Others Are Available 
 Only break this commandment in real emergencies 
 Respect the life-balance of the team 

 
5. Thou Shalt Not Use Group Pressure to Logroll Conclusions 

 Meetings should not be used to pressure people into agreeing to actions 
that conflict with the values of the organization 

 Adhere to a code of ethics and organizational values 

(c) 2017 Leadership Outfitters, LLC   Meetings with Buzz    www.leadershipoutfitters.com 



8 

6. Thou Shalt Not Use Meetings to Destroy Others’ Careers or 
Leadership Opportunities 
 Don’t make disagreement personal or destructive 
 Remember that actions may come back to face you again 

 
7. Thou Shalt Keep the Personal and the Meeting Distinct 

 Meetings are professional activities and not social events. Socializing can 
be done prior to and after meetings. 

 Focus on efficiency and business matters in the meeting 
 

8. Thou Shalt Remember That the Best Model for Meetings Is 
Democracy, Not Monarchy 
 People respect action, not position.  Lead by moral persuasion, not by 

virtue of your title. 
 Strive to understand the sense of the meeting 

 
9. Thou Shalt Always Prepare a Clear Agenda and Circulate It 

Beforehand 
 Think about the purpose, nature and structure of a meeting before it 

takes place.  These thoughts codify your agenda. 
 Allow people to prepare for the meeting by knowing what is planned 

 
10. Thou Shalt Terminate a Regularly Scheduled Meeting 

When Its Purpose for Being No Longer Exists 
 If you can no longer clearly state the reason for a meeting, it is time to 

stop having that meeting. 
 Continually ask if your meetings have a purpose 
 

Adapted from Harvard Business Communication: A Newsletter from Harvard Business School. 
For more info visit www.hbsp.harvard.edu 

The Ten Commandments of 
Meetings 
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Reactions to 
New Ideas 

 
Experts say that we react and eventually accept 
new ideas in a series of stages: 

 
(1) It is irrelevant to our situation. 
(2) It is relevant, but it is unproven. 
(3) It is proven, but it is dangerous; risky (or scary). 
(4) It is safe, but it is not sellable. 
(5) It will sell.  What a great idea! 
 
 

Dealing with objections step-by-step: 
 

(1) Is the objection something you were prepared to hear? Is it 
“institutionalized”? Be ready for what you know will be a 
reaction.  
 

(2) What or who is the source of the objection? Is it someone who 
is always negative? Expand your sphere of idea sharing. 
 

(3) Is the objection really a question?  “It’s not in the budget” 
might really mean “How much will it cost?”  Be prepared with 
answers. 
 

(4) Is the objection a function of protecting turf, fear of change, or 
other emotional reaction? Lay a foundation of support, use 
data, sell the benefits. 
 

From What A Great Idea! by Charles “chic” Thompson, Harper  Collins, NY. 
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Communication 
Strategies for New 
Ideas or Initiatives 

• Establish Your Credibility + Credibility of the Source 
– Trust + Expertise = Credibility 
– Three-fold credibility – you, your idea, your organization 
– Listen to what resonates with your receiver 
– Track Record 
– Questions:  How  can I  build credibility w ith my listener? 

How  can I  build trust? 
 

• Find Common Ground 
– Is this something that will benefit my listener or benefit an 

organization? What are the advantages?  
– Understand others’ views 
– Question: What is in it for them? 

 
• Provide Vivid Evidence 

– Examples as evidence 
– Share facts, data, stories, further information 
– Question: What can I  provide them to support this idea? 

 
• Make Emotional Connections 

– Is the idea linked to organizational mission or goals? 
– Can people get passionate about this idea? 
– Demonstrate commitment 
– Question: How  can I  demonstrate my passion and 

commitment to this idea? 
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Common 
Objections to 
 New Ideas 

 
“That might have worked for  
another organization but it won’t 
work here.” 
 
 
 
 
 
“That’s too radical for us!” 
  
  
 
 
“We don’t have the budget for 
that project/idea.” 
 
 
 
 
 
“We tried something like that 
before, and it didn't work.” 
 
 
 
 
“The Department won’t go for it!” 

 
“Let’s break down the components of the 
success and see what can work for you 
and/or what can be adopted with 
modifications to work for you.” 
 
“Let's not let the whole project intimidate us 
either by being too costly, too radical, etc.” 
 
“Let’s break down the components of the 
success and see what can work for you  
and/or what can be adopted with  
modifications to work for you.” 
 
 
“Let's scale this into manageable pieces (bite 
size) - do we have the budget to lay the 
framework and work on additional pieces 
down the line.” 
 
“Are there pieces that we can do  
in-house or sub out that could reduce 
our costs?” 
 
“Tell me about when you tried it before –  
was it a different era, different mentality in  
the membership, different delivery vehicles or 
methods of communication, promo, printing, 
etc.? What's different now that could help 
with achieving success with this?” 
 
“How can we get department buy-in? 
Are there members of the staff involved in 
this process? If so, what support might they 
give?” 
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Call to Order/Quorum 

 
Approval of Agenda 
 
Consent List 

Last Meeting Minutes 
Financial Report* (if 
appropriate) 
Executive’s Written Report 
Committee Written Reports 
 

 Action Items 
 

Discussion Items 
 

 Information Items 
 

Wrap Up and Adjourn 

                  Consent Agendas 

From: “The Consent Agenda: 
A Tool for Improving  
Governance” Board Source 
www.boardsource.org/dl.asp?
document_id=484 

A consent agenda is a bundle of items that is voted on, without discussion, as a 
package. It differentiates between routine matters not needing explanation and 
more complex issues needing examination. While not difficult to use, a consent 
agenda requires discipline in working through the following seven steps: 
 
1. Set the meeting agenda 
2. Distribute materials in advance 
3. Read materials in advance 
4. Introduce the consent agenda at the meeting 
5. Remove (if requested) an item from and accept the consent agenda 
6. Approve the consent agenda 
7. Document acceptance of the consent agenda 

“Just a quick question” is not an option 
when using a consent agenda. Either an 
item is removed and discussed or it stays 
put. This places the burden of facilitation 
on the board chair to be disciplined 
about stopping discussion and removing 
items from the consent agenda. 
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• Have board members/committees submit reports in 
advance, typically circulated with the agenda.  
 

• As long as there are no action items that need board/trustee 
approval, the reports can be accepted with one motion. 
 

• There is NO NEED for board members/committees to read 
their reports at the meeting.  This should be discouraged. 
 

• If an item does need to be debated and clarified with an 
action item, then it should be removed from the consent 
agenda and remain open for discussion. Any Board/Trustee 
member can request that an item be removed from the 
consent agenda, but the majority should decide. 
 

• DO’s: 
– include business-as-usual items, such as minutes, 

financial statements, and committee reports under the 
consent agenda heading. 

• DON’TS: 
– include items in the consent agenda that would benefit 

from debate. Discussion of issues often gives a fresh 
perspective or new ideas that are worth consideration.  
 

• The consent agenda’s purpose is to free up time so that you 
can use the resource of time and talent your board represents. 

  
• The consent agenda is part of the regular agenda for the 

meeting.  Typically it is one of the first agenda items.  

                  Consent Agendas 
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Consensus Decision 
Making 

• Discussion of the item:  
– Identify opinions and give information on the topic  
– General direction of the group and potential proposals for action are often 

identified during the discussion. 
 

• Formation of a proposal:  
– A formal decision proposal on the issue is presented to the group.  

 
• Call for consensus:  

– The facilitator calls for consensus on the proposal.  
– Each member of the group usually must state their agreement actively with the 

proposal, often by using a hand gesture or raising a colored card, to avoid the 
group interpreting silence or inaction as agreement.  

 
• Identification and addressing of concerns: 

– If consensus is not achieved, each dissenter presents concerns on the proposal, 
potentially starting another round of discussion to address or clarify the 
concern.  

 
• Modification of the proposal:  

– The proposal is amended or re-phrased in an attempt to address the concerns 
of the decision-makers.  

– The process returns to the call for consensus, and the cycle is repeated until a 
satisfactory decision is made.  

From:  Wikipedia at http://en.wikipedia.org/wiki/Consensus_decision-making.  Accessed 1/21/08. 

Seeking Consensus: 
 
• Points of agreement 
• Points of disagreement 
• Why do we differ? 
• Mitigate differences 
• Visualize what agreement means 

 

Consensus Achieved When: 
 
• All participants are heard 
• All honestly express their views 
• All ideas given fair consideration 
• Information shared completely 
• Majority listens to minority views 
• Participants support majority decision 
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Energizing 
Meeting 

Tools 
• Consent Agendas 

 
• Meeting Kit 

 
• Parking Lot 

– Issues reserved for later 
– Keeps stray ideas visible 
– Long-Term and Short-Term 

 
• Assignment Grid 

– Visible way to show assignments, deadlines, project leads 
 

• “For the Good of the Order” Announcements 
– Good news, accomplishments, recognition 

 
• FYI Posters 

– Pre-posted information  
 

• +/- Meeting Evaluation 
– What worked well, what didn’t posted on flip chart during a 

conference to capture the ideas 
 

• Report Form 
– Used to take information back to another group 
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Washington, DC Office  Los Angeles Office 
Voice: (301) 404-5323  Voice: (310) 428-6795 
Fax: (310) 260-2905  Fax: (310) 260-2905 
Email: jill@leadershipoutfitters.com   Email: steve@leadershipoutfitters.com 
 
Boston Office   Hartford Office 
Voice: (508) 237-9395  Voice: (860) 986-9616 
Fax: (310) 260-2905  Fax: (860) 633-2927 
Email: jim@leadershipoutfitters.com  Email: bridget@leadershipoutfitters.com  

    

Our Core Strengths 
 
• Strategic Thinking/Planning 
• Leadership Development 
• Staff Retreats    
• Communication Skills  
• Facilitation Training 
• Convention Breakouts 
• Conference Keynotes  
• Customized Seminars 

Your Facilitator 
 
Jill McCrory, Ringleader, brings a background of interactive 
training, teambuilding, and leadership training to the Leadership 
Outfitters team.  Formerly Senior Director of Training at the 
National Association of Home Builders (NAHB), she worked with 
national association leaders and their Citys on leadership 
development, volunteer management, membership, and 
presentation skills.  At Leadership Outfitters she is known for her 
creative approach to teambuilding and a philosophy of 
“leadership at all levels”. A native Washingtonian, she has a 
Masters of Divinity (MDiv) from the John Leland Seminary and 
sits on several non-profit boards.  Jill is pastor of Twinbrook 
Baptist Church in Rockville, MD. She is a Doctoral Candidate in 
the Lewis Center for Church Leadership at Wesley Theological 
Seminary.  Her doctoral work focuses on creating services for 
marginalized communities. Jill is a co-founder of Leadership 
Outfitters. 
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