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Don’t you just love all those meetings you keep going to? It seems that whether you work for a large company or one with just a few people you are always going to meetings. Wait a minute; perhaps you are the one having all those meetings. Sometimes it seems that American Business runs on coffee and meetings.
So, what’s the deal with meeting all the time in business? In 1976 Michael Doyle and David Straus wrote a classic book called, “How to Make Meetings Work”. At the time the book was written, they claimed that there were 11 million meetings in the U.S. every day and that managers spent 50% of their time in them. One of the authors claims the number of daily meetings in 2004 has gone up to 25 million and they still don’t work.

Without a doubt, there will always be meetings. As a mater of fact there are plenty of productive meetings going on all the time. There are plenty of good reasons to have meetings. You know the meetings I’m talking about, the ones where something actually gets done, there is follow up etc. The ones where after the meeting people say, that was great, I’m glad I was included in that meeting.
There are many things that make meetings productive. You may want to go through the following thought process the next time you are thinking about scheduling a meeting:

     *Do I really need to hold this meeting or is there a better more productive way to accomplish what I am trying to accomplish?

     *What impact will this meeting have on the other things that are critical to the success of the business right now?

     *Do I really need everyone I am considering inviting?

     * Is this the best time to hold a meeting?

If you decide after answering these and other questions that you really do need to hold a meeting, then by all means schedule it.

There are many kinds of meetings. Some of them are:

     *Information sharing

     *Information gathering

     *Planning

     *Decision making

     *Brainstorming

     *Recognition

     *Problem solving

Before you schedule a meeting think about what kind of meeting it is. If you are about to schedule a meeting of any kind go back and look  at the first list and convince yourself that the meeting is the best way to way to achieve what you are trying to achieve.
Depending on what kind of meeting you are planning on holding consider the following preparation and meeting management principles:

     *Set a specific start and finish time.

     *Provide an agenda.

     *Send the agenda out well in advance of the meeting.

     *Define the purpose of the meeting.

     *Set meeting objectives.

     *Clarify any need for pre meeting preparation.

     *If possible allow attendees to add agenda items.

     *Start on time.

     *End on time.

When was the last time you considered all of these factors before scheduling a meeting? When was the last time you attended one when they were all considered?

The next time you go to a meeting estimate the dollar cost of the salaries represented in the room. When you consider this cost and the value of the meeting you should be able to say to yourself that this was the best way for your company to use that amount of money at that time. If the cost seems high for the value delivered then perhaps there was a better way to achieve the objective, rather than have another meeting.

Just think clearly before you call a meeting. Help your peers, subordinates and boss, if possible, do the same thing. This kind of thinking may be the most productive thinking you will do all day.
