The GoodRulesWay™

1. When you use good rules, you meet your goals.

2. Here are examples of good rules that meet your goals:

The

Great Meetings

Rule Book

6 good rules for great meetings

start | + good rule { = goal {
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yellow green
water ice
live bug dead bug
an accused justice
anything great meeting
3. "Use" good rules means: 1. good rules
2. good rules
3. good rules
GoodRulesWay™ flowchart 4. good rules

Illustrated by:

4. When you use good rules, you meet your goals.
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1. Decide whether to have a meeting (1 minute)

a. think: "will it help achieve the organization's goals?"
b. think: "who would attend it and who would lead it?"
c. think: "when, where, and how would we have it?"

. Write a meeting agenda (2 minutes)

a. state the goal

b. state the day, start time, end time, place

c. list attendees

d. state relevant organizational context

e. state preparation you want from attendees

f. state participation you want from attendees

g. sequence agenda item start times and durations

. Deliver the agenda (2 minutes)

a. send it to attendees

. send it well before the meeting

. ask for agenda receipt confirmation
. ask for attendance confirmation

. prepare for hijacks and hijinks

® Qoo

. Introduce the meeting (20 seconds)

. start on time
. thank attendees for coming
. state the goal
. state that you intend to achieve the goal
. state that you intend to follow the agenda

®©aooos

. Follow the best agenda

a. direct attendees to the agenda

b. achieve agenda items in order and on time

c. stick fo the agenda if it best meets the goal
d. improvise the agenda if it best meets the goal
e. prepare to recap and conclude on time

. Conclude the meeting (20 seconds)

a. state the goal

b. state how you achieved the goal

c. thank attendees for coming

d. wish attendees well, as in: "Have a great day."

sample meeting agenda by email

from: Rick to: Ann, Bob, Chris re: company retreat

On Friday, 8-22-08, from 9-9:30 am, in Conference Room 1, we
four will meet to plan a company retreat. Here's our agenda:
9:00 1 min. Rick: intro

9:01 5 min. Ann: state your retreat idea: setting, goals, plan
9:06 5 min. Bob: state yours

9:11 5 min. Chris: state yours

9:16 14 min. Rick: lead discussion, conclude at 9:30

Please confirm: you got this agenda; you'll be there.

MORE GOOD RULES FOR GREAT MEETINGS:
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