
Running Effective Meetings
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� Clarify the purpos�
� Prepare an agend�
� Select the right tools

� Be consistently on tim�
� State the meeting purpos�
� Review the agenda

� Stay focuse�
� Manage team dynami�
� Keep participants engaged

� Send summar�
� Follow-up on action�
� Set-up Actions

� End on tim�
� Summarize decision�
� Assign actions


