
The Nuts & Bolts
of Planning Meetings

Joel Bookman
August 2014



Why do 
people 
hate 
meetings?





People come to meetings when they are:

• Engaged
• It is fun
• It is interesting
• Important to them

And

When there is something to decide.



The Agenda –Structuring the Meeting

• Have introductions of everyone at the 
beginning of the meeting

• Structure around 2 – 3 issues with items to 
decide

• Prepare different people to present each 
issue

• Plan topics that will appeal to different 
audiences

• Avoid long reports
• Keep the meeting short



Leave the Crowd Wanting More

• Most meetings should go no more than 1.5 
– 2 hours (except workshops, planning 
sessions, seminars)

• Give people detail in writing, not orally

• Plan the timing for each issue on the 
agenda - > 30 minutes, it’s usually too long

• Count the house – if 1/3 of the attendees 
have left, the meeting is too long – end it!



Prepare the Chair
• Chair should summarize why we are at the 

meeting, why it is important and what is to 
be decided

• Chair should summarize what was decided at 
the conclusion of each agenda item

• At the conclusion of the meeting, the Chair 
should summarize what was accomplished 

Attendees should leave the meeting with 
the feeling that something was 

accomplished because they were there.



BE POSITIVE!!
• Emphasize what has been decided

• Praise people for coming and participating

• Never berate the membership or complain 
about the people who didn’t come

• Catch someone doing something right

CREATE VIRAL POSITIVITY!!



BUT HOW DO WE GET ‘EM 
THERE IN THE FIRST PLACE???



Pre-Meeting Activities

• Three contacts
• Framing issues
• Preparing leaders
• Drafting materials









The Set-up

• A written agenda
• Comfortable room – not “audience-style” where 

possible
• Refreshments – keep up the blood sugar!
• Don’t have more chairs than people
• Name tags, a sign-in sheet, and an agenda packet 

for everyone
• Signs directing people to the right room
• Be inclusive – everyone at the table



The Post-Meeting

• Debrief as many participants immediately as possible
• Ask them what they thought about the meeting & the 

issues
• Listen carefully to their ideas & opinions
• Confirm yours and their understanding of what was 

agreed
• Discuss meeting with those who could not come
• Discuss next steps
• Produce minutes of what was decided, action to be taken, 

by whom
• Make sure people with responsibilities fulfill them  prior 

to the next meeting



Do It All Again!

• And then, we . . . 


