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20 s t q ~  to meeting success 
N U M E L ~  or: ACTIONS can be undertaken 
to increase the likelihood that a meet- 
ing accomplishes its goals (particularly 
if you are leading the meeting). De- 

pending on the nature of the meeting, you will 
need to address a varying number of steps. A 
brief, informal meeting may only require a few 
items, while a meeting with major consequences 
for your organization may warrant all or most of 
the suggested actions. George Kieffer in his 
book, The Strategy of Meetiilgs, recommends that 
you include the following steps in your strategy 
to enhance the success of your meetings: 

1. Approach your meetings with a positive at- 
titude. 

2. Arrive to the meeting early and initiate 
contact with those attending who will play 
key roles at the meeting. 

3. Identify the best positions (i.e., controlling 
locations) at the meeting table. 

4. Exhibit a positive attitude at all times dur- 
ing the meeting, toward the goals and 
those in attendance. 

5. Ensure that someone takes notes at the 
meeting. 

6. ~f you're leading the meeting, start on time 
and begin forcefully. 

If you're the leader, reiterate the purpose of 
the meeting and its estimated ending time 
in your opening statements. 

As the leader, separate the process from the 
substance for those in attendance as appro- 
priate. No matter what your role, watch for 
tendencies to mix process and substance. 

In leading, keep the meeting focused on 
the task at hand. Separate facts from fic- 
tion. Deflate emotional build-ups. Solicit 
contributions from everyone in atten- 
dance. Clarify matters as required. Enhance 
the feelings of self-importance of those in 
attendance. 

As a participant, contribute clearly, often 
and always thoughtfully. 

1 1. Whenever possible, divide large problems 
into more solvable smaller issues; then ad- 
dress the smaller issues separately. 

1 2. Keep the problems/issues being discussed 
at the meeting separate from the individu- 
als involved in discussing them. 

1 3. Summarize the discussion and information 
presented at the meeting periodically in 
the context of the meeting. 

14. Statelmake your own point clearly and 
concisely. Don't cloud the issues in philos- 
ophy. 

15. Don't waste personal time or efforts on is- 
sues that are not important to you. 

16. Know when to discontinue making your 
point - regardless of whether you're "win- 
ning" or "losing" the discussion. 

17. Demonstrably listen attentively to those in 
attendance. 

18. show courtesy and respect to those in at- 
tendance at every opportunity. 

19. As the leader, summarize the accomplish- 
ments of the meeting in a positive way. 
Make individuals feel good about their ef- 
forts. 

20. Terminate the meeting once its work has - 
been completed. O 

Meetings 
miss their 
mark 
when the 
leader and 
the group 
are not 
prepared. 

lames A. Peterson, Ph.D., is director of sports medicine at StairMaster SportsIMedical Products Inc. and former professor at U.S. Military Academy, West Point. 
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