THE EFFECTIVE MEETING CHECKLIST o e

Alignment
Meetings Don't Fail From a Bad Agenda. Co?npany

They Fail From No Owner.

A structural checklist for anyone asked to run the meeting, not just attend it.

THE COST OF AN UNOWNED MEETING

Signs No One
You walk out of the room thinking a decision got made. It didn't. It's a
recommendation, waiting on whoever wasn't there and can still say no. Owns Your
Ideas get raised and nothing happens to them. No one notices, until people stop Meetings
raising ideas.
Action items live as assumptions. Everyone thought someone else had it.
The real decision happens after the meeting ends, in a hallway or a DM thread,
where nothing said is actually binding.

The same topic has
come up three times
with no resolution
People are checking
phones or multitasking
rather than engaging
Action items get

PARTICIPANT VS. FACILITATOR diocovered 8 verdue,
e Quieter voices have

Participant Facilitator stopped speaking up at
all

None of this is a people problem. It's a role problem. Every meeting has participants.
Almost none have a facilitator: someone accountable not for the content of the
discussion, but for whether the meeting itself works.

- o e Whether the meeting produces * The real decision gets
whns eir own contribution anything made in a smaller
) conversation after the
Watching for Their point getting heard Whether the conversation has meeting ends
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Job ends when They've said their piece a date process.
WHEN A FACILITATOR MATTERS MOST
They are not needed in every meeting; these are the signs to look for.
e More than 7-8 people attending « Decision-making meetings
e Cross-functional groups  Recurring meetings
BEFORE DURING AFTER
O Agenda Sent Early O Facilitator # Content Owner O Notes out in 24 hours
O Clear Purpose Statement O Decisions Stated Out Loud O Transparent Ownership
O Open Items Listed O Action Items Get Owner + Date O Open Items Named
O Stakeholders Briefed O Data Shown, Not Assumed O Review Date Set

A checklist builds the structure. It won't hold the room when the conversation
gets hard, or end "the meeting after the meeting" for good. The Checklist is
one piece of the puzzle. Mastering Workplace Collaboration builds the rest.

Scan the QR code to learn more.
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