
 



  

Anyone working in corporate America will attest to spending the majority of their 
working time in meetings. In fact, many individuals might lament, “I’d really like my 
job if I didn’t have to go to so many meetings.” While in theory meetings are our jobs 
and should be the playing field we use to get work done, many meetings are ineffective 
and considered a waste of time. According to a Microsoft Office Survey, unclear 
objectives and lack of team communication are the top time wasters of workers 
around the world. The online survey drew responses from more than 38,000 people in 
200 countries and documented the following: 
 

What can you do?  
 
Imagine if you were known for facilitating productive meetings that your team 
members viewed as a positive investment of everyone’s time? The following are 
a few simple and easy-to-follow meeting guidelines that will help you become 
an effective meeting leader.  
 

http://news.microsoft.com/2005/03/15/survey-finds-workers-average-only-three-productive-days-per-week/


 
  



 

  

“Do you really need to hold a meeting?” 
 
Meetings have turned into a catchall, and are oftentimes used as the sole method to 
communicate with little consideration given to other communication methods. The 
following is a Meeting Decision Tree to assist you in considering whether or not a 
meeting is necessary. 
 



 

“Have you addressed the five W’s?” 
 
If you determine a meeting is necessary after completing the Meeting Decision Tree, 
block out some time to plan your meeting before you send out the meeting invite. Use the 
Meeting Agenda on the page six to assist in addressing the five W’s. 

 
Meeting Objective - WHY 
Define the meeting objective first. A measurable meeting objective will assist in 
creating a clear direction for the meeting agenda. Avoid general meeting 
objectives, such as “Quarterly results review.” Consider instead a specific, 
measurable meeting objective, such as “Review second quarter results to 
determine third quarter marketing strategy.” 
 
Topic - WHAT  
Once the meeting objective is understood, determine what supporting topics are 
required to meet it. Review all meeting topics against the meeting objective. If the 
topic does not directly support the objective, consider another communication 
method to obtain that information.    
 
 
 
 
 
 
 
 
 
 
 
Owner - WHO 
Once the meeting topics are defined, determine who will act as a Subject Matter 
Expert (SME) for each topic. Avoid inviting more than one SME for any topic. If 
you’re uncertain of who should be a topic SME, reach out before the meeting using 
another communication method to determine who your topic owner should be.   
 

 



 

Additional Participants - WHO 
When determining who to include in the meeting, consider the Meeting 
Objective. Avoid inviting participants who are not a topic owner or who will not 
have a direct impact in contributing to the overall meeting objective. If there 
are others who should know what happened in the meeting, but whose 
attendance isn't necessary, send them a quick email after the meeting that 
includes meeting minutes and outcomes.  
 
 
                        
 
 
 
 
 
 
 
 
 
 
 
 
Purpose - WHY 
Once topic owners have been identified, assist them in their meeting 
preparations by defining the purpose of their topic against the overall meeting 
objective. Avoid using vague topic purposes, such as “marketing updates.” 
Instead, consider providing topic owners with a specific topic purpose, such as 
“provide marketing updates and discuss potential impacts to third quarter 
results.”  
 
Time – WHEN  
Define time allotments for each meeting topic to assist the owners in 
monitoring the progress and pace of their assigned topics. Be realistic in your 
time estimate. If you’re uncertain about the time allotment, reach out to the 
topic owner before the meeting to determine how much time they will need to 
meet their purpose.  



Meeting Agenda  
 
Meeting Objective: 
 
Meeting Specifics  

  

Meeting Owner:  

Date:  

Time:  

Location:   

Timekeeper:  

Participants:   
 

Meeting Guidelines 
• Start and end meeting on time.  
• Disconnect. No smartphones, laptops or other connection devices.  
• Treat everyone with respect. We recognize that we all interrupt at times by 

mistake or to build on others’ statements. However, we will strive to allow each 
participant the space to finish his or her thoughts.  

• Prepare and participate. 
• Agenda topic owners must keep to their allotted time.  
• Stay focused on agenda topics. We will keep to the agreed upon topics unless the 

group makes a conscious decision to alter the agenda.  
 
Meeting Topics 

     
Topic  Owner Purpose Time 

    
    
    
    

 
Meeting Action Items 
   

Action Item Owner Due Date 
   
   
   
   

 
  



 
 

 
  

“Do your participants understand 
why they have been invited?” 

 
Include the agenda with the meeting invitation. 
Follow up with topic owners to ensure they have 
an understanding of the meeting objective and 
their purpose.  

“Are you managing your meeting?” 
 
Your execution of this step is what your participants will remember. How the meeting 
owner manages the meeting will determine the meeting results. The following is a 
suggested meeting template to help you stay on track and proactively address 
common meeting difficulties: 

• Start on Time 
 

• Welcome Participants 
The welcome should include sharing 
the meeting objective. This will 
remind participants to focus on the 
task on hand. 

 
• Review Meeting Agenda 

Provide an overview of (1) meeting 
topics, (2) who the topic owners are, 
and (3) the purpose of the topic and 
how it will support the overall 
meeting objective. Taking the time to 
share this with all participants will 
ensure that meeting objectives are 
met. 



 

  

• Review Meeting Guidelines 
Meeting guidelines are expectations of how the meeting will be 
managed and how people are expected to treat each other during the 
meeting. Setting guidelines that focus on respecting all participants is a 
simple yet powerful statement that will improve the overall tone of the 
meeting. The Meeting Agenda document provides some general 
guidelines. Consider your company’s culture and customize it to address 
any known concerns.   
 

• Timekeeper 
Effective meetings make sure that everyone is mindful of time. Introduce 
the assigned timekeeper to the group, and remind topic owners to 
monitor the progress and pace of their topics.  

 
• Action Items  

Keep track of any action items that come up during the meeting. Be 
certain to assign an owner and due date to reinforce the work being 
completed.   

 

“Do the participants know the next steps?” 
 
At the end of the meeting, take time to check in with participants and: 

• End on time. 
• Share applicable next steps. 
• Review action items and check in with 

owners to confirm that they understand 
expectations and are confident in the 
due date.  

• Evaluate meeting efficiency (what 
worked well, what to do differently). 

• Set next meeting time, if applicable. 
• Thank the group for their time and 

attention. 

 
 



 

 

“Are you keeping the momentum going?” 
 

It’s important to follow up after the meeting to ensure you don’t end up having the 
same meeting again because no one completed their assigned action items. 
 
 

• Send meeting minutes to participants, and 
include any other interested and necessary 
parties. For example, if a meeting participant 
has an action assigned to them, include their 
direct leader in the meeting minutes.  
 

• Follow-up with interested parties. If you have 
requested an action item from another leader’s 
team, follow-up with that leader directly to share 
the meeting results and ensure the assigned 
action will be supported.  
 

• Check in with action item owners to ensure they 
are on track to meet their due date.  

 

 
Conclusion 
 
Taking the time to think through and plan each of your meetings in advance will help 
you ensure your team is as productive as possible. Spending time repeating the same 
meeting over and over decreases employee morale and kills momentum for your team. 
Following these simple steps will help you and the rest of your leadership team 
conduct the most efficient and effective meetings possible.  
 
If you have further questions, please feel free to reach out to our Human Resources 
team at 1-800-748-5102 or humanresources@helpside.com. 
 
The PDF versions documents and forms in the toolkit can be found at: 
www.helpside.com/meetings-toolkit 

 
 
 
 


